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WINTHROP COLLEGE MANUAL FOR'FACULTY MEMBERS
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ERRATA SHEET

Please make the following corrections in your copy:

’

1.2.1.6 - Section 5, Line 4: The word take, should read takes.

4

©1.2.2.2 - Section 3, Line 4 .The word therefore, should read therefor.

ﬂ32.2 6 - Sect1on 3, L1ne 5 The word ass1gne ) shou]d read a9901nted. ?
1.2.2:6 - Section 3, Line 6:

~

Instead of reading one member, it should read ’
one voting member.

o4, «

1.2.2.6 ;:Section 1, Footnote: ”*Courses at the 600 1eve1 " shou]d read
’ P e "*Courses above 599 "

1.2.2:8 }.Artjcle'VTII,~Line 1: The word assigned, shouTd read agg_jnted.

-~ .1.2.5 - The Administrative Council, Lane 2: ‘The word aspect, should read aspect,.

2.1 5-_Sectibn h ‘tine 7: - The word services, should read service. .

3.2.1 - Audvo V1sua1 Equipment and Services, Lines 2 and 3:

. should read projectors.

~4.2.7 - Emp]oyment of Re]at1ves, Lines 5 and 6:
' read consangu1n1ty

- The word projectures, =~

S

The word c onsangu1ntx, should

é . 4.3.2. 1- -/ - Process of Deciding who Shall B Tenured, Line 2: After the word -
% - o - ., five, add the word faculty,” the corrected phrase should
o N » read, "a committee of no 1ess than five faculty,"

5.1.1 - SpaCe Reservat1on, Line 7 The word c]assroom, should read c]assrooms

2

» - 5. 2 ] .- P011cy and General Informat1on, L1ne 17 There should be commas after
s ) the words, acquisitions and rentals.

5.4.4»—'Student Assistants, Lines 5 and 6: The sentence beginning, “Before the
' ‘ ~ close of schogl," should read, "Before the close
.. ' - : of school, the department cha1rman should submit
, . ¥ T '+ to the Financial Aid Office the names of the stu-
dents they consider espec1a11y qua11f1ed for their
«particular needs." .

D : Line 7% Delete the sentence, "Before the for their
v ‘ : o particular needs."

5.6 -~ Priées and Awards,'Tit1e Line: D1st1ngu1shed Proffessor Award hauld -
, ' S ' read D1st1ngu1shed Professor Awa
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1 ORGANIZATION AND ADMINISTRATION *

Organization of the College.’

1.7.1 The Board of Trustees.

"1.1.2 The Executive Off1cers of the CoTTege.
1.1.2.1 "The President. - .

]

.2.2 The V1ce Pres1dent for Academic Affawrs and Dean of the FacuTty

2.3 The V1ce Pres1dent for Planning and DeveTopment

.2.4 ‘The. V1ce Pres1dent for Bus1ness and F1nance

.2.5 The V1ce Pres1dent for Student Affa1rs

Academ1c Officers of the College.

The Academ1c Deans. -

S, =y

q

The Asswstant Vice Presidefit for Academic Affawrs

The Ass1sLant°V1ce Pres1dent for Academic Affa1rs and Dwrector of
Graduate Affairs.

Department Chairmeh.

The Chairman of the Honors CounciT.

The Librarian.

A The_Registrari

General Officers of the College.

The Assistént tb‘the President

fThe Asswstant -to the V1ce Pres1dent for Bus1ness and Finance..

Z
<

The Aff1rmgt1ve Action Off1cer

The. College CounSeT

The College Physwcwan/D1rector of Hea]th Serv1ce

v

.6 TheTComptroTTer

3

:WThe‘Deah of Studehts.

-8

. The Director of Admissions.

" The Director of Alumni Affairs.

N
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2.1

. {4.]0 ZThé Director of Financial Aid.' ‘
L4070 ’The'Director-of Guidance, Testing and'P1acement.
.4.12 .The Birector of Information Service.- R -
.4.13 The Director of Public Service. ‘
The Faculty Conference - Bylaws. A L - '\ o~ ’
.-.].1 .ArticTe I - &ame.
. ’ ’ . o . .
.1\2 Artic]e I’;— Responsibilities. | g . , -
.1.3 Article III - Membership. )
1.4 Article IV - Officers.
1.5 Artiﬁ]e V.: Meetiﬁgs. ' T
1.6 Article VI - Academic Council. _
1.7 Artfc]é ViI~— éommittees.. _
1.8 Artié]e VIII - Constituent Assemblies.
1.9 Article IX - Par]iaménfary Authbrity.
1.10 Article X = Amendments. | )
1.17 Article XI - Ratification.
The Graduate Facu]ty Assémb]y - Bylaws.
210 Artfc]e I - Name. ’
2.2' Article 11 - Responsibilities. -
2.3 Article 11T - Membership. | _ !
2.4 Article IV - Officers.
2.5 Artic1e~V - Meetings.
2}5 Article VI - Graduate Council.
2.7 Article VII = Committeds.
:2.2.8 Article VIIT - Constituent Committees.
:2.2.9 Article IX - Parliamentary Authority. - - |
2.2.10 Article X - Amendments. - | .

Article XI - Ratification.
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.3 Spécié] Committees 4

¥

12;3.1- Committee on Academic Conduct.

.2.3.2 Coordinating Committee for the Teacler Education Program.

.4 Genera] Committee Ru]es.

3

.2.4.1 Conditions for Service.
.2.4.2 Elections. |

.2.4.3 E]eétora] Procedureé.

. ’
.5, Ther Administrative Council.:

.6 Thé Honors Council. .
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1.0 ORGANIZATION AND ADMINISTRATION ;

1.

7 Organization of the College

1.1.1 The Board of Trustees.

The Board of Trustees is responsible for the governance of Winthrop .

College. The Board consists 6f the G

ernor of the State, the State

- Superintendent of Education, the Cha‘irmen of the Committees on Education
of the Senate and the House of Representatives as ex officio members, to-
gether -with nine other persons, seven of whom are elected by the Legis-
lature to serve for six years and the remaining two by the Winthrop Col-

lege Alumni Association to serve for four years. His Excellency the
Governor is ex officio Chairman of the Board and when present presides

at all meetings. At the annual meeting the Board elects a chairman

pro-tempore who presides in the absence of the Governor.

1.1.2 The Executive Officers of the College

1.1.2.1

ThpwPresident.

Thé President. elected by the Board of Trustees, is the chief adminis-

- trative officer of the-College and exercises general supervision over

all of its adtivities. Subject to policies prescribed by the Board of
Trustees. the President shall appoint appropriate academic and adminis-
trative personnel necessary for the efficient and stable operation of

the College. - A1l communications between the Board of Trustees and the

" College shall be transmitted through the President. In the absence of

the President, the Vice President for Academic Affairs and Dean of the
Faculty assumes the authority and responsibility of the President. If
both the President and the Vice Président for Academic Affairs are ab-
sent or incapacitated, the Vice President for Planning and Development
will be the responsible qofficer. Should these three be absent, the Vice
President for Business and Finance will take charge.

The Vice President for Academic Affairs and Dean of the Faculty.

'The,VTce President for Atademic Affairs and Dean of the Faculty is re-

sponsible for the acadew® program of the College. He has general super-
vision of undergraduate and graduate curricula, teaching, and faculty
recruitment. He serves as chairman of the Academic Council and as an

ex officiq member of the Graduate Council. He has administrative -super-
vision of the Academic Deans, the Honors Program, the Library, the Re-
gistrar's, 0ffice, and the Office of Guidance, Testing and Placement.’

The;yj;g‘Pr§§jggpjwfgj;flanninq and Development.

The Vice President for Planning and Development exercises responsibility
for institutional planning,, for developmental activities; for. the public o
service and continuing educa¥ion program, for institutional research and .
for encouragement of sponsored research efforts. -

The Vice President for Business and Finance. ' L
. N e o X - @}_ :
The Vice President for Business and Finance is the chief business offi-
cer of the institution, responsible for the fiscal affairs of the Col-
lege including budget preparationand control, contractual arrangement, :
and business relationships with the Commission on Higher Education, the .

|
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State Budget and Control Board and the Legislative Finance Committees.
He is also resporisible for administrative data processing, auxiliary -
enterprises, office services, and non-academic personnel administration.

a

The Vice President for Student Affairs.

- The Vice President for Student Affairs office is responsible for those

Tpp-ﬁpggpﬁy;jﬁjﬁp§r§“pf the College.

¢
o

"

\

“wffairs. The appointment is contractual and subject tO/beriodic review. |

_graduate; reviewing and improving registration and. advisement procedures;

program; maintaining and updating academic equipment and capital/im-

areas of student services and student 1ife which are administered by
the following offices: Admis¢ions, Dean of Students; Guidance, Test-
ing, and Placement; Health Service; Counseling Center; Financial Aid;
and Intercollegiate Sports.

The Acadenic Deans. | , LA

The Acadenic Deans exercise supervision over the five academic divisions
of the College: The College of Arts and Sciences, the School of Busi-
ness Administration, the School of Education, the School of Home Eco-
nomics, the School of Music. Each.Dean assigns.instructional respon-
3ibility; recruits facuTty; recommends promotions, tenure and salaries
for the faculty; supervises faculty-student relationships; recommends

‘budget request and controls budgeted funds; and is responsible for

the academic® excellence of the individual College or Schoolg.

Tﬁ9:A§§j§ﬁggﬁ;Yj§p_President for Academic' Affairs. ' ‘

The Assisfant Vice President for Academic Affairs is responsible for
currept and long-range academic program development, principally under-

i

control and distribution of academic gpace; maintaining faculty personnel
files: publishing the Faculty Manual; performing other duties and assign-
ments as may be delegated by the Academic Vice President; and represent-
ing the Academic Vice President when he is absent from the College.

uate Affairs.’ .

The‘Asajﬁt@ntwng§>Pf§§jq§pt_fpfwﬁggggmjc Affpirs and Director of Grad-

A

The Assistant Vice President for Academic Affairs and Director of Gra
uate Affairs is responsible for current and long-range academic progrdm = .
development ; principally graduate; chairing the Graduate Council and/,
Research Council; processing graduate admissions and suspensions, ad-
missions to candidacy, and graduate assistantships; supervising th
administration of the "Student Description of Instructor and Courge"

provement needss and performing other duties and.assignments as/may be -§
deleqated by the Academic Vice President. _ 1

. et - // ’ o 1
vepartiment Chairmen are designated by the President upon recommendation
of the Dean of the College or School and the Vice Presideft for Academic

Depar tment Chairmen.

Tne department chairman is a member of the administrative staff, respon-
sible for recruiting and evaluating faculty, advising*student-majors,

L




. o . ., v . ,
stimulating continuing review of curricula, arranging for depart-
mental meetings, schedulipgf classes, making budget recommendations,
supervising fiscal and physical Gperat%ﬂas. Teaching load of a chair-
man is reduced in proportion to the ad whistrative load of the depart-
ment. , ' , oo :

A

-1.3.5 The Chairman of the Honors Council. - ) !

The Chairman of the Honors Council supervises the Office of the Honors
Council: issues invitations to qualified students for admission to the
Honors Program; advises honors students; furnishes the Registrar with.
lists of students qualified to graduate with General and/or Depart-~
.mental Honors; and chairs the Honors Council. '

<

1.6 The Librarian. .. =

The Librarian-‘is responsible for the supervision of all-aspects of 1i-
brary operaticns which includes library policies, programs, and budget
in consultation with the adfinistration,, the faculty, and the- Tibrary
staff, . g ' '

.1.3.7 The Registrar.
The Registrar is responsible for administering registraﬁion and aca-

demic records. He is also charged with coordinating all off-campus
and summer school programs. - "

EoN

The General Officers of the College.

-1.act-The Assistant to the President. B

The Assista®t to the President is responsible for facilities planning
and the management of cawmpus operations. He reports directly to the
President. Major operations under the direction of the Assistant to

the President include: Physical Plant and Shop Staff, Custodial Staff,”
Telephone Operators, Audio-Visual Services, Warehousing, ‘Security Forces
Euilding Desiyn and Alterations, andlPhysical Space Catalogue.

The Assistant to the Vice President for Business and Finance serves as -
director'of personnel. The office is respohsible for maintenance of
personnel records relating to pay status, and to -insurance and retire-
ment proyrams. The office is also responsible for administration of
College personnel programs relating to vacatjon, sick leave, Fair Labar
Standards Act compliance, the State C]aésification—COmpensation System,
and to equal employment opportunities.

1.4.3 The Affirmative Action Officer.

The Affirmative Action Officer has primary responsibility for imple-
menting the policy of the College to take affirmative action to assure
total equity in all- its employment practices. ~-In this capacity, the
Affirmative Action Officer reports to the President and coordinates the
affirmative action program of the College for academic and non-academic

il
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employees, through the Vice President for Acédem1c Affairs and the

VicesPresident for Business and Finance, respectively.
A o

] .
< 8

The College Counsel.

The Collede Counsel reports to the President and is responsible for
advising the adminigtration on legal matters pertaining to the Col-
lege. ‘ .

The College Physician/Director of Heal _t_hu.S.e}LVJ_C.é_-

ihe College Physician/Director of Health Service reports directly to
_ the Vice President for ‘Student Affairs. She is the full-time medical
~director of Crawford Health Center and is responsible for medical
policies and practice and for thé,administration of the Center. She
advises the Vice President for Student Affairs on medical admissions
- and withdrawals. ‘

.5 . The ‘Comptroller.

g

“he Compiroller is responsible for the financial and accounting op-
erations of the College and reports to the Vice President for Business
and Finance. ‘

The Dean of Students.

The Dean of Students reports to the Vice President for Student Affairs.
She and her staff have responsibility for the non-academic aspects of
student life. - They work with faculty, residence staff.,, student govern-
ment, and other student organizations to give all students opportunity
o share in a varied program of extracurricular activities. .

The Director of Admissions.

The Director of Admissions has responsibility for student recruiting
activities and for the admission of students, including freshmen, trans-
fers, special graduates. and those™returning after an absence of one or
.rore semesters. o .

-
.

the Director of Alumni Affairs. - v ' A e

The Director of, Alumni Affairs'ﬁrovigesza”channb1'of communicgtions be-
tvieen the Colleqge and the ATumni., The Alumni Annual Fund'.provides, im-
bartant financial support for many programs and attivities of the faculty.

The Jivector of Financial Aid. v i
PELLOT QT Fanancial Al .

The Director of Financial Aid has the responsibi]ity}of~aﬂmini§tering. ; ¢

all undergraduate Financial Aid Programs at Winthrop College.. This in-
iludes all Federal and Institutional Programs of scholarships, grants,
Toans and employment. "The Director of Financial Aid also administers
all Veterans Administration Benefits and counsels all students on fi-
snancial aid matters. -

13
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:.11 The Director of Guidance, Testing and Placement.

“he Director of Guidance, Testing and Placement administers the Col- *
lege's testing and placement programs, the Suimer Orientation Program,
Foreign Student Affairs, and the Credit by Examination Prografs which
includes the College Level Examination Program. This office maintains
permanent placement files 'of Winthrop graduates and arranges interviews
for students with representatives of business, education and industry.

girector of Information Service.

The Q19ector of Infofﬁation Service reports to the President and is

responsible for disseminating information about the College through
available media. ' )

P TngiDjfp;tpfﬁgf‘Pyplig_vgfyjpp,

~»° The Director of Public Service reports to the Vice President for
Planning and Development and is responsible for promoting and co-
ordinating all activities on campus other than formal academic pro-
crams and student life events. Coordinating responsibility of this

. office includes short courses, conferencés, seminars, sponsored
meetings of external organizations and public affairs events. This’
office also maintains the College Galendar and ticket sales for such ;
events as the Artist Series. : ’

“ .
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1.2 ;The Faculty Conference - Bylaws.’ _
' . (Adopted by Raculty Conference, 12-9-74 and Revised 4-21-75)

»

1.2.1.1 Article I - Name.

‘The name of this organization shall be the Faculty Conference of
Winthrop College. ' ° '

i 2

2.1.2 Article TI - Respdnsibilities. ~ ]

Section 1, The Faculty Conference of Winthrop College shall be re-
sponsible for: (1) its own organization and procedure as provided
in these bylaws; (23 the Winthrop .College academic programs, poli-
cies and regulations;and {3) such additional matters as shall be
refevred to-it by the chief administrative officer of the_College.

Section 2. The Faéu]ty-Conference shall create and instruct assem-
blies, councils, and committees, standing and select, and shall
periodically review the major decis’ions of its subordinate bodies.

. _ - ) .
Section 3. The Faculty Conference shall be:the principal legis-
1ative body of the faculty. A1l actions of "the Faculty,Conference
shall be subject to review’'by the President of the College. Any .
disapprovals shall be communicated to the faculty, with reasons
therefore, within' thirty days. By a .tWwo-thirds vote, the Faculty
Conference may appeal the disapprov&l to the Board of Trustees.

»
-y

1.2.1.3 Article 111 - Membership = *. -

Y .
5:

Every person who holds the rank of Prefessor, Associgle Professer,
Assistant -Professor, or Instructor at Winthrop College shall be a
member of the Facult{‘Conference. If the e1igibility of a person .
far membgrship is questioned, the Facu™ty Conference shall be the .
> . Judge of the qualifications of that person for membership. ‘
&..f' S ‘ .:;vu ot o 3 J . ’. )
1.2.1.4 Article IV -.0ffiters. = el

.

»

#.3petion 14 The President-of the College* shall be the ex-officio
chaieman of the Fac 1§y Conference ' .

. . PO
< A t &

i Section 2. The Vicé Chairinan shatk be elected biennially by the
®  Faculty* Conference, $hall be the .presiding officer of the Faculty
Cohference when the P/®sident of the College is absent or. chooses
not to preside, shail-be the official representative of the faculty
to-the Board of Trustees and to the Administrative Council, and shal}
° represent the fasulty on ceremonial occasions. A vacancy in the of-
- fice shall be filled by election of the Faculty Conﬁerenceaépr the
rdepart nt heads,

}
R -

unexpireq: temm. Administrative officers, including
shall be “ineligible to serve*as Vice Chairman:

* See'Biiiﬁigof Winthrop College for statemeht of the authority and

responsibility of the Bﬁ§§ident_of the“@o]1ege”

%

~




Séction,3. The Secretary of the Faculty shall be appointed by the
President of .the College. - ' - - o

Section 4. The Parliamentarian of thé Faculty. shall be appoihted_by
the President of the‘EoiTege. - : : _

% ’

» .

1.2.1.5 Article V - Meetings.

. 2 2

Section 1. The Faculty Conference shall prescribe for itself a suijt-
able schedule of reqular.meetings. At leaSt.one meeting shall be

. held each semester and special meetings shall be held at the call, of
the President of the College or of the Rules Committee or of ten per °
cent of the members of the Facu]ty‘Conférqnce. : ' '

’

« Sectfon 2. A quorum sha]Ticdﬁsist of a simple majority of the member-,
ship of the Faculty Conference. .

1N
'
¢ .

Section 3. A1l meetings of the ﬁacu]ty'Confefénce(shgi1 béAopeh.

:2:1.6 Article VI - Academic Council. | -
Sec%}gﬁ:ﬂ. The Academic Council shall-be responsible.to the Faculty  “.-.
Con erence for %pprOpriate'nepprts and recommendations concerning R
academic. programs, policies -and-regulations exchusive of those pecu- . . “

1iar to the Graduate Program. It shall-have ,authority. to act on reconi-
mendations: from"a College or School,to add, modify, or drop courses, -
_ or %o change curricular requirements peculiar €0 that collegé .or® chool . *
- consistent with powers, duties and rasponsibilities gelegated.to the
© ™z Committee on Yndefgraduate Instruction. Such dctions shall be: com- 4
.- municated promptly to the faculty and may be modified ongreversed by .
‘the Faculty. Conference. Meetings of the Academic Council and its sub-
ordinate committees shall be ahnounced to the Faculty in advance when v
practicable, and shall be open’ to a{l members of the faculty Conference.

. 2ection 2. -The President .of the College shall appoint-a Caelirmgm, with
vote'only if voting members are ‘evenly divided, a.Secrétary without ~
. vote, and-three  voting fembers of the Academie Council each from a.
. different major academic division of ‘the College. The Faculty Confer-
‘ence shall elect three voting~members at large. FEach major academic
division of the Callege shall elect members according to the fol}owing
~formula: one mémb%n“for the first 25 full-time-equivalent faculty mem- -
bers or fraction thgeof in that division and dne additional member for
each additional 50 full-time-equivalent faculty members or fraction
thereof. ' Administrative officers, inclirding department- heads. shall
“be-ineligible to serve on the Academic Council, either by election or
appointment ektept as Chairman or Secretary. The terms of the Chaire®
man'andﬁthe-§ecxetary shall be one year, and, of the voting faculty mem-
~» bers three years: The student body shall e]ecﬁmpnelvotingomembqr.whoi
shall serve a one-year term. The terms of the votigg members of*the
. .Academtc Coungil shall be staggered as deterpined *by regulations adopted
by the Faculty Cofiference! If a member ceases tp serve, his successor
shall be appointed or glected for the unexpired *term @n]z:' A voting

N . -0
- < - - s . -

-




member may not serve in succession more than two complete consecu-
tive terms. No person shall be eligible.to serve as a voting riember
unless he has served two years as a student at Winthrop College cr
two years as a faculty member at Winthrop College immediately pre-
ceding his service. ' , o

Section 3. Recommendations from any college or school which are in

- the d%ea of responsibéﬁtyvof they Academic Councdl but.are limited to
adding, modifying, and dropping courses offered in that college or
school and curricular requirements peculiar to that college or school
shall .be submitted to the Committee on Undergraduate Instruction, a
subcommittee of the Academic Council. This Committee shall review -
each such’ recommendation to determine whether it is consistent with
college-wide policy and whether it infringes the legitimate interests
of-any other major academic division. If all members of the Committee
agree that such recommendation is consistent with college-wide policy
and does not ihfringe the legitimaté intérests of any other major aca-
demic division, the Committee shall appreve the recommendation. Such
approval, shall be communicated promptly to the faculty and may be
modified or reversed by the Academic Council or by the, Faculty Con-
ference. In all other cases, the Committee sh&l] place the recommep-'
dation 1n the agenda of“the Academic Council. At the beginning of each
academic ‘year ‘the Faculty Assembly of each College or School shall de-
signate one member of the Academic Council to serve on the Committee.
The Chairman of the Academic Council shall designate one member of the
Committee to seyve as its Chairman. The Secretary of the Academic )
Council shall serve as Committee’Secretary without vote. If a member
“cannot attend a meeting, an alternate with vote designated by the
Faculty Assembly of the appropriate 'school may attend in his place.

Section 4.

A1l faculty assemblies, councils, committees, or other entities, not
-otherwise responsible to a major academic division, to the extent of
their responsihilities in the area of undergraduate academic instruct-
ion, except as provided elsewhere in" these bylaws, shall report to
the Academic Council in-accordance with procedures specified by. the ‘
Academic Council. The Academic Counci) shall approve, modify, or re-
verse any programs, policies or regulations made by such entities in
the area of undergraduate isntruction. : )
. : . . t“’
Section 5, ' . _ .

The Academic Council may meet in joint session with the Graduate Coun-
- ¢il, a constituent council of the Graduate Faculty, to discuss matters’
- «of mutual concérn when called to do so by. the chairmen of the two
corinzils,  When such joint meeting takes place, the chairman of the
Acaderiic Council shall preside. The two councils may establish joint.
cormittees and councils to pursue matters of mutual concern and may
establish rules for joint activities except that *if voting takes

place it shall be done separately by council. \




ey

1.2.1.7 Article VII - Committees.

$ection 1. The Rules Committee 'shall be responsible for establish-
ing a suitable schedule of regular meetings and the agenda for each
. %egu]ar.or'special'meeting,of the Faculty Conference,. for inviting
. 9uests to meetings of the Faculty Conference, for recommending to
'the Faculty‘Conference .special rules of order, appropriate changes:
in-the Bylaws of the Conference and for -changes in .the organization
'and rules of entities-establ]ished under. the authority of these by-
laws, and for calling specidl meetings of the Faculty Conference
f when it deems such meetings of the Faculty Conference appropriate.
¢ The Committee shall consist of six members elected by the Faculty

' Conference.

| Section 2. The Committee on Faculty Personnel shall be responsible
' for recommendations to the Faculty Conference concerning membership
in the .Faculty Conference; for recommendations regarding procedures
and conditions of elections, the staggering of terms of office on
~ appropriate committees and councils -and-for nominating at least -
© two qualified persons for each office subject to election-by the* -
't Faculty Conference, except as elsewhere provided; for advice to the
President and Vice President for Academic Affairs concérning pro-
motions in dcademic rank and the granting of -tenure; and “for per-. -
forming the duties of a- faculty grievance .committee except in the
granting.of tenure. The committee shald consist of three members

.

elected at large by the Faculty Conference and one member elected by

“the Facllty Assembly of each maj6r academic divjsionf

» N [

- Section 3. The Committee on Academic Freedom and Ténure shall be re-

spopsible for recommendations to the Faculty Conference with respect
to policies on academic freedom.and tenure and shall serve as a griev-
ance committee in cases invc]vihg the granting of tenure. The Com-
mittee shall serve as-a heaking committee for cases-arising-*under

the Procedures and Policy on %cademic Freedom and Tenure, and, in

| dent and to the said faculty member. :The President shall then re-
evaluate the case in light of the Committee's findings and make the..
decision. If the Président decides adversely to the faculty member,
the said faculty member may appeal such decision to the Board of"
Trustees. - ' o : Co - B

. The -Committee shall congist of nine members elected by the Faculty
i Conference. Eligibility shall be Timited, to faculty members with
- tenure. L L

" . B . "

Section 4. - . . o . : >

‘The Committee an Petitions shall be responsible for'écting on peti-
tions from individual students for variations in the.general edu-
cation requirements and other.college-wide academic. regulations. - The:

of each major academic division. _—

~

accordance therewith, shall report <its findings thgreon to the Presi-

Committee shall consist of one member elected by the Faculty Assembly .




Ea i L et - 3

Section 5. The Faculty Conference shall estabI1sh and reguIate such
additional committees as it deems appropriate.:

Section 6. Each committee of the FacuIty Conference, stand1ng or
select, unless otherwise. provided, shall elect its. own chairman and
-secretary; shall meet at -the call of the chairman or any three mem-
bers; and shall report on its activities at least. once each, academic
year to the Faculty Conference as scheduled by the Rules Committee.
A1l committee actions‘may be modified or reversed by the Faculty Con-
ference. A11 committee meetings shall.be open to all members of the
Faculty Conference unless the committee specifically votes to meet
in executive session.. Membership on standing committees shall be

- forestaggered three- year terms as determined by regulations. estab-
lished by the-Faculty Conference and-vacancies shall be filled by
election for the unexpired term-only. From time to time the Facu*ty
Conference, in consultation with the student governmgnt, shall de-
termine rules concern1ng student representat1on on comm1ttees of
‘the Faculty Conference. : :

1.2.1.8 ArticIe VIII - Constituent Assemblies.

~
- i

Section 1. The members of the Faculty Conference who have graduate .
faeuIty status shall be eligible for membership in a Graduate Faculty
Assembly. The Graduate Faculty Assembly shall be responsible for the ~
‘graduate programs offered by Winthrop College. It shall adopt bylaws
. . for its own governance wn1ch shall be subordinate to-and- consistent -
' - ° with these bylaws. - y ¢

- s «
e -

Section 2. Each -member of the FacuIty Confererice who hoIds appoint-
ment_to a major academic division of the College shall be a member
of the FacuIty Assembly in that division. Eachaguch Faculty Assembly
~ - shdlil adopt bylaws for 1tszown governance subject to ratification by
the Faculty Conference’ and shall be -responsible for the academic pro-
qgrams of its division within limitations prescr1bed by the Faculty -* -
Conference. The foIIow1ng are recognized as maJor academic divisions .-
of the College: The College. of Arts ang Sciefices, the.School of Busi-'
) ness Administration, the School- of Educat1on, the School of Home Eco-
- "7 nomics, the Scheol of Music, and the Winthrop CoIIege L1brary

u.h

1.2.1.9 Article IX - Par11amenta[y Author1ty

The rulea conta1ned in the most recent ed1t1on of Robert S RuIes of‘
7 ~ Order-sfall govern the Faculty Conference, all of its constituent
assembI1es, the Academic Council and its committees, and all. com-
mittees created undey the author1ty of - these bylaws, in all cases
to yhich they are applicable and in which they are not incomsistent
with the relevant bylaws or special rules of order. All-continuing
special ru]es of .order estabI1shed by the Faculty Conference shall
be pr}nted in" the Faculty ManuaI of Wintthrop College. :

<

"I.I.2.IO Article X - Amendments:

These'byIaws‘éan be‘amended at any regular meeting of the Faculty
' {

i
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IR,
. . . .
- ! ’ A

Conference by a two-thirds vote of the members présent and voting,
provided that the proposed amendment has been placed on the agenda
by vote of the Faculty Conference at the previous meeting.

Article XI - Ratification .
Section 1. These bylaws shall be opefative beginning August 15, 1975,
provided that they are first passed by the Faculty.Conference, con-
firmed by the-President, and,ratifjed\py the Board of Trustees of
Winthrop.Go1Tege. : : o .
- Section 2. A11 programs, policies and regulations enacted under - - 3
earlier bylaws shall be valid and operative until changed. L
Y b
B x - , | j
< A :
.‘;.- §
g




| 1.2.2" The Graduate Faculty Asbemb]? - Bylaws

. 12200

1.2.2.2

. View by the President of the Ce

(Ratified by Faculty Conference 4-21-75)

“ o R - : oo :
Article 1 - ‘Name. . < : ' _ v

The name of this oréanizatioh shall be.the Graduate Faculty Assemb]y of
Winthrop College hereafter referred to in this docyment as "Assembly".

Article II - Responsibi]itieg. - o ' S "f

‘§§£§ion'1:'The Assembly shall Be responsible for: (1) its own organi-

zatign and procedures as provided in these bylaws; (2) the Winthrop
College graduate academic programs, policies; and regulations, within
Timitations prescribed by the Faculty Conference of Winthrop College;
and (3) such additional matters as shall be referred to it-by the
Faculty Conference of Winthrop College or by the appropriate adminis-
trative officers of Winthrop College.* . . . T e L

Section 2. The Assembly shall create and instruct subordinate councils
and -committees, standing and select, and shall periodically review the’
major- decisions of its subordinate bodies. S

graduafé*?aculty. A1l actions the Assembly shall be SUbject to re-
Cellege. Any disapprovals shall be com- ,
municated to the graduate faculty with reasons therefore, within,thirty

Section 3. The Assembly shall z:>the principal Tegislative body. of the
0

days. By a majority vote,.the Assembly may, request the Faculty Con-

Article I1IT. - Membership. T

~_ference to appeal the disapproval to the Board of  Trustees.

B e S SRy S voa -

Upon recommeﬁdatidn.of the Graduate Council, the Assembly shall es- =+

" tablish from time to time the generally recognized criteria for member?'l

+ * ship in graduate faculties. The academic deans shall nominate for mem-
-. bersh+ip in the Assembly those

_pgrsons who qualify under those criteria- ..
and ‘the Director of Graduate Affairs shall be resppnsible for reviewing
appointments for _conformity with the established criteria. If the eligi-
bility of -a person for membership is .questioned, the Assembly shall be
the judge of the qualifications. of that person for membership. Perform-
ance of limited graduate duties on a temporary basis does not''in itself-
constitute eligibility for membership in the Assembly.

Article IV - Officers.

Section 1. The Chairman of the Assembly shall be elected biennially by

the Asseinbly—&eom among its- own membership. A vacamcy in.the office

shall be filled py election of “the.Assembly for the unexpired term.
Deans shall be ineligibTe to serve as Chairman., . R

*Pbézidént, Vice-Presiden for Academic Affairs and Deah of.thé~Facd1t
and Director of Graduate ﬁffgirs. : : : A

S

P Yo e

S




section 2. Tha Vice Chairman of the Graduate Council shall be .pre?

siding officer of the Assembly when the Chairman is absent or chooses
not to preside. ' . "

§§g;jgpm§. The Secretary of tﬁevAssémbly shall be appointed by the
Chairman. - - ‘

Section 4. The Par]iamentarﬁan,of the’Aséemb1y,sha11 be’appointed‘by

the Chairman.
Article’V - Meetings.

The ASsemb}y'sha11-prescribe for itself a suitable schedule of regular
-meetings. /At least one meeting shall be held each semester and special-
meetings shall be held at the call of the Chairman of the Assembly or of
-thevGraduate Council or of ten per cent of the members of the Assembly.

r

Article VI~ Graduate Council.

. . i . o .
Section 1. The Graduate Council shall be responstble to the Assembly . -
for appropriate reports and recommendatigns concerning academic pro-
grams, policies and regulations peculiar to the Graduate:Program. It
sha¥l have the authority:to act on recomnendations from a college or-
school to add, modify, or drop ‘graduate courses,* or to chiange graduate
curricular requirements peculiar to that college -or school. Such actions
shall be communicated promptly to- the graduate faculty and may be modi-
fied or-reversed by the Assembly. Meetings of the Graduate Council

and its subordinate committees shall-“be annouriced to the graduate faculty
members in advance when practicable and shall be open to.all members of
the Assembly.: : S ' Co

g S

: Section’ 2. The Graduate Council shall be responsible’ for recommending -

to-the Assembly a "suitable schedule of regular meetings, for calling

special meetings of the Assembly, for inviting guests to meetings of

. the Assembly, and for recommending to the Assembly appropriate changes
- in the organization and procedure of the entities established-under

-the "authority of.these bylaws. : L

section 3. The President of the College shall appoint a Chairman, with

-vote only in case the voting members are evenly divided, 'a non-voting
Secretary and three*voting members, each voting member from a different
academic division of the College. Each académic division of the College
to which five or more members of the Assembly are assigned shall have

" one member, elected by members.of the Assembly assigned to that .division.
Each year the voting members of the Graduate Council shall elect from
among their own members the Vice Chairman who shall preside when the
Chairman is not present. Execept for the Chairmar, deans shall not be
eligible to serve on the Graduate Council. The terms of the Chaiyman :. =
and the Secretary shall be one year and the terms of voting membérs

“three years.’ ’ " : .

*Courses,at the 600 level.




The terms of the voting mempers of the Graduate-Council shall be
staggered as determined by ﬁegu]ations‘adopted by the Assembly. If
2 member ceases to serve, his siccessor shall be appointed or elected .
“for the unexpired term only. A voting member may not serve more than
two complete terms in succession. - No faculty member shall be-eligible
- to serve-as_.a voting member unless he has served two years as a Grad-

uate Faculty member at Winthrop College igmediately preceding his
service except for the Chairman. - . : o ,
Settion 4. A1l councils, committees, or entities at dethYop College,
to the extent of thefr responsibilities in the area of graduate aca-
demic affairs, not otherwise‘responsib1e.to a major academic division,
shall. repart to the Graduate Council. The Gradpiate Council shall ap-
prave, modify or disapprove ar. programs, policies or regulations made
by such entities in the area of graduate instruction. o

>. The Graduate Council may meet' in joint session with the

Academic Council of the Faculty Conference to discuss matte%ijof

mutual concern when called to do so’ by “the chairmen of the. Wo coun-

cils. When such joint meetings' take place the-Chairman of the Academid |

Council shall predide. The two councils may establish joint committees T
~and councils to pursue matters of mutual coneern and may-establish rules

for- joint activities, except that if voting takes place it 57211 be

done separately by Council. : : —_—

Section 5.

Article VII - Committees.

B

section 1. The Assembly .shall establish and regulate any committees
it deems appropriate. - S co . . »
Section 2. Each committee of the Assembly, standing or.select, unless .
otherwise provided, shall elect its own chajrman and secretary, shall
meet at the call of the chairman or any two members, and shall, report
at least once each academic year to the Assembly "as scheduled by the
. ‘Graduate Council. Any-committee actions may be modified or reversed
. by the Assembly. A1l committee meetings shall be open to all members -
- ~ofzthe Assembly unless the committee specifically votes to meet in
- executive session. Membership on standing cOmmittees shall be for
.  staggered three year terms as determined .by the regulations of the
. ¢ Assembly and vacancies shall be filled by election for the unexpired
L term only. - o

-

-

1.2.2.8 Article VIII - Constituent Committees.
- The members, of the Assembly who are assigned to each major academic
division of the College shall be eligible for membership in a Graduate
- Faculty -Committee of that division. Each such.committee shall be re-
sponsible for the graduate academic programs of its division within,
= limitations prescribed by the Assembly and shall report to the Graduate
Council. The”fo]]owing are recognized as major academmic divisions of
the College: The College of Arts and Sciehces, the School of Business
Administration, the School of Education, the School of Home Economics,

-~ o
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the 'School. of Music and the Winthrop College Lfbrary.

Article IX - Par]iaméntany.Authority.

The rules contained in the most recent edition of Robert's Rules of
Order sha]].govern>the,Assemb1y,.the Graduate Council and all com-
mittees created under the authority of these bylaws, in all cases to
which they are applicable and in which they are not inconsistent with

the relevant bylaws or special rules of order. Al] continuing special
rules of order established by the Assembly shall be printed in -the Facul-
ty Manual of Winthrop College. - '

»

Article X - Amendments.

These bylaws can be amended at any negular meeting of the Assembly by-
a two-thirds vote of the members voting,'provided_that_tha.proposed
amendment has been placed on the agenda by vote of the Assembly at
the preevious meeting, ' )

~ B

Article X1 - Ratification{

Section 1. These b}]aws,shall be opekative béginning August 15, 1975,

provided they are first approved by the Assembly and ratified by the :

. Faculty Conference: pf Winthrop College. .,

Section 2. Al11 programs, poiicies and regulations enacted under-earlier
bylaws 'shall be’valid and operative until changed. : :

£
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1.2.3 SpeciaT Committees.

!
|

1.2.3.1 Committee on Academic Conduct. . -
(Estab]ished by Academic Council as a Committee of the Academic Council)-

Membership. A non:voting chairman to be appointed by thé Dean of the ,
- Faculty and five voting members —ifwo faculty (elected by the faculty),

; two upperclass students (elected by the students), and oné faculty mem-
ber, appointed by the chairman or dean of the department or school in ]
which a particular case originates. The Cémmittee Chairman will serve ;
for one year. One faculty member will be elected for two years and one 3
faculty member will be elected for one year. Students will be elected 'j
for one-year terms. Each subsequent year one new faculty member will - i
be eleécted for a two-year term. The appointed faculty member will ]
serve only for the designated case. f T ‘
Jurisdiction. The Committee shall have jurisdiction in only three kinds . |
of cases: . ' E o

1. A case in which a .student has accused a -facu]ty member of vio-
lating stated course grading policies. ' ' ‘

) 2. A case in which a,studeént.has reason td beli®ve that an error
A has been made in compu&%ng or recording ‘his grade for a particu-
3 ., lar assigriment or for the course. S

3.. A case in which a Studént wishes to contest a grade which has
been assigned to him,as a penalty for alleged cheating. - .
NOTE: The Committee will recognize the definftion of. cheating offered R
in the Student Handbook, and will include expansion of the definition . '
of cheating to include "the deceitful altering of any®assignments or
the inStructor's markings on an assignment after the paper- has been
graded." . . ' I :

o

) From the 1974-1975 Student Handbook: S
! ' ., 2 Cheating: This may be defined as giving or using. -
- , , prohibited written and/or oral information during
T e + 7 tests,-quizzes, or examindtions; stealing, buying,

) selling, or any other use of.an examination before
1t has been administered. ) : :

" The Committee will not hear cases in which a student‘merély feels he or
she has received unfair- treatment. : :

Powers. The Commiittee will be Timited to recommending that a given grade
't - remain unchanged, be changed to-a different grade, or be changed to a
zero (for & particular piece of work). The recommendation will be based
on a majority decision of the five voting members, and copies of the
recommendation will be forwarded to the student(s) and faculty member
SN involved ang to the faculty member's chairman and academic dean. The . ™
o Committee #ikf*<ubmit reports to Academic Council, 'and ‘these reports
will be forﬁ&rded,"upon_reduest; to Faculty Conference and to Student -
Senate. =\ -7 L : ' :

' ‘ Efgggddre. ‘Student and faculty member should try to'resolve the problem

informally. If no satisfactory solution is reached, either the student,

\‘l‘ . .A ’ . A 2::', ) 4




or the faculty member, or both can call the case to the attention of
the appropriate dean. The dean will then refer the case, to the Com-
mittee on Academic Conduct for hearing within ten school days. Re- ‘
ferrals to the Committee on Academic Conduct fust be made within two .
weeks of the alleged infraction unless -the student is not registered
for courses during the sembster or summer session in which the hearing
would take place, in which case the appropriate dean must be notified
in writing that the student wishes the Committée to hear his case at

a later date. Such written notfification must be received within three ,
weeks of thegalleged infraction.” In all cases the burden of proof will
rest on the accuser. :

~ "Records of all Committee hearings and actions will be kept for -no more
than .one year after the Committee hears a particular case.
1.2.3.2 Coordinating Committee for the TeaChgr Education Progfam. o :
' (Established by the Academic and Graduate CouUncils, rep]aces'Teacher
Education Council). o ' : :

Responsibilities. The Coordinating Committee for the Teacher Education
Program o(CCTEP) wwill have the following responsibilities for the teacher
- education program. o :
1. To formulate the philosophy for teacher' education at Winthrop -

College. ) o
2. To approve,‘review, and evaluate confinuous]y the total program
‘ ~and its components in accerdance with accreditation standards.
3. To identify program deficiencies.
-4. "To encourage program improvement.
- 5. To stimulate the design of new programs.
6. To develop-and administer policies and proccedures for admission and

retention’ : .-
7. To obtain evidence of program effectiveness by evaluation of teacher

education- graduates. ' , . . ‘
Teacher'education program changes will be.submitted to CCTEP for ap-
proval; however, new courses will not be submitted unless they, in the
opinion- of Academic Council, Graduate Council, or the Committee on
Undergraduate. Instruction, involve integral changes in a component of
the teacher education program. : ' A
In reviewing the teacher education program, CCTEP may examine profes-
sional content and general education courses. Courses will not, however,l
be reviewed-as a matter of routine; but only if evaluations reveal de- "
ficiencies or if CCTEP considers reveiw essential for evaluation of a = «
‘component of the teacher education program.

In.exercising its functidns, CCTEP must (1) recogriize that content and
general education courses include students who are not ‘enrolled in the-
teacher education program; (2) respect the views of those who teach: pro-
fessional, content and general education courses as experts in their
fields of knowledge; and (3) consider the standards of accrediting
bodies, learned societies*and agencies. '
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In both formulating and implefienting policies, CCTEP will seek the
caoperation of affected units including schools'y .departments, and the -
iibrary. Representatives of affected units will be.informed of cofi®,
templated changes and will be enccuraged to infofm the Committee of
their views and to appear before it if they so desire. A11 decisions
and actions of CCTEP may be reviewed by Academic Council, and/or Grad-
. uate 'Council and their respective faculty conferences. Any ‘individual
faculty member or any affected unit may reauest such a review. ;o
Memtership ~ The Coordinating Committee for the Teacher Education Pro-
gram will consist of faculty significantly involved in teacher education.
" Members will be.elected by the faculties of the individual scheols as,
“follows: College of Arts and Sciences, 2; School of Business Adminis-.
.tration, 1; School of Education, 6; School of Home Economics, 1; and
School of Music, 1. The Committee may add students and public school
personnel as non-voting members. The Dean of the School of Education

or his designee wiil be added as an ex=officio, non-voting -member. + The
Committee will elect a chairperson “from its voting members. :

Procedures. o

1. The minutes of all meetings of the Coardipating Committee for the
Teacher Educatiom Program (CCTEP) will be distributed to all members

- of the Graduate Council and the Academic Council. /Any member of either
council may request further information on any item in the minutes.

2. Copies ofsall formal proposals will be sent to thé chairmen of the
two councils, LThe chairman of the council concerned with action on a
proposal will distribute copjes to the members of .that council. THe
prerosalk-will be placed on the agenda of the coundil meeting which

" follows ‘receipt of the proposal. . ‘ ‘ .

3. ‘Copies of the formal, proposals from CCTEP. must be given to-the coun-
cil chairmen at least one week .before the council meeting in which the
proposal is to be considered. - ' -

4. Regular meetings-of CCTEP, Graduate Council and Academic Council will
be synchronized in such order as to prévide for a minimum time lapse be-
tween action on a proposal in CCTEP and presentation to the gouncil -con-
cerned with- the proposal. i SN R
5. When both cduncils must act on a proposal or a recommendation from.
CCTEP, the councils will meet together during the regularly scheduled
time of oneé of the councils. Deliberations and decision-making will
occur as joint action when both groups are concerned. ‘The chairman of
the Academic Council will preside over the joint meeting.
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2.4

Membership in the w{nthrop;faéulty for at least one year is required

s -

1.2.4 General Committee Rules. .
1.2.4.1 Conditions for Service. :

for election to any standing committee. A member of a standing ‘com- | ..
wittee may not succeed thgmselves. S ,

- L,
Regular elections by the Faculty Conference of members of all’standing

committees created by the Faculty Conference shall take place at the °
April meeting of -the Faculty Conference. -Special elections to fill

Elections."

-.yacancies shall take place as soon as practieable after such vacancies

occur. When a member of?a'committee created hy the Faculty Conference"
enters on leave of absence, a committee vacancy is thereby created.
The Committee on Facu]tvaersonne1ﬁsha11.nom1nat§ two eligible candi-
dates for each'vacancy, and. additional nominations may be made by any

- member of the Faculty Conference. A majority of the yotes cast shall =+ X
be required to elect. , When more than one person is to.be elected to’
a Council or Committee and the terms are staggered, the Tonger terms S
Sha]] be given to the persons recejving the greater number of votes. T
Electoral Procedures.: } | : oA
The é]ectora] procedure is as follows; ' |
1. The Committee ‘on Faculty Pergohnél'wi11 nominate two persons for 1~\\ .
~each vacancy and circulate these names to the fac 'ty prior to .
the election meeting. Additional ‘nominations may/be made from the 4
f]oorb U _ : . - o
: ‘ » . R -/ - . )
2. Voting: The voter-lists the nominees in onder of choice (or when
a printed ba]]ot is used, numbers them in/fhe-order of chqice}. .
3. Absences: In any election by the Faculfy Conference, balloting
will be done in the meeting. Those f culty memters who are ab-
sent may cast their ballote in the office of the Secretary of .
the Faculty Conference before noon/0f the following business day.. ° -

A g : g // ’
4. Custody. and Counting: o \
. A Custody and counting of /ballots shall be' therresponsibility
of the Secretary of the-Faculty Conference, who will tally
the votes with the asgistance of a faculty monitor desig- -
nated by the.Rufes zbmmittee. The faculty monitor may not * .
be a candidate in that election. T .

/

B. Ballots are classAFied according to first choices.. A majs - .
ority is requii7é to etect. ‘ A ) .
. / N A N :
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. .~ " C. If.no nominee has a majority, the nominee recgiving the small-

- : est number of votes.is eliminated and ballots’thus released »
' - © are classified according to next chojces: This"step s re- )
. - ‘ . peated until some candidate has a majdritx:*;The faculty moni-

“ .

g R * .+ tor breaks ties by flip of toin or gtherwise’by chance.

. : \ . ‘ cL

- D.. If more than one vacancy 1is to: be fifTed, the pominees al- -

b " ready elected are eliminated and steps B and C are repeatéd.
This procedure is repedted until the requisite number of

vacancjes is fillked. . - - ) ' e

. . . . r . . . )
- E. When more than one person is to be elected to a council or
e - committee and the terms aye staggered, the Tonger terms shall
' ' ‘be given to the per'sons elected first in-<the process avaef'A

KPR Notification and Results: As.soon as votes are tabulated, both
” winning and losing candidates will be notified of the outcome by
the Secretary of the,Faculty Conference. .Complete election re-
,sults will be distributed to the faculty in the Faculty*Confer-

“ence Minutes, . R , -

:
T “a
e

. . . . y

\1.2.5 The Administrative Council.

The Administrative Council advises and assists the President .on issues

and problems pertaining to all aspect.of the College. Membership includes
.~ the President who is the presiding officer, the Vice President for Aca-
demic Affairs and Dean of the Faculiy, the Vite President for Planning and
Development,. the Vice President for Business and Finance, the Assistant

to the President, -the Registrar, the Dean Of" Students, the Director of
Information Service, the Academic Deans, the-Librarian, an elected member o
of the Faculty, the President of .the Student Goverament Association, and :
the President of the_St%gent_Senate. : o

The Honors Council. - : a o

-

. The Honors Council, appointed by the Vice President for Academic Affairs, -
“administers the Honors Program. The Ceunci] determines policy, subject

to the approval of the administration and Faculty Conference, and is re-
sponsible for the implementation and evaluation of—that - peldcy—in spec¥fic
curriculum structures. The Council consists of a chairman., one representa-
‘tive from each of the four professional schools, and four from the Coﬂ1eggl§
of Arts and Sciences. Faculty members are.appointed for three-year terms.
The Council alsosincludes three elécted student representatives who serve =
one year terms. : : ' ’ '

Al
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’2 FACULTY.‘RESPONSIBILIT"Y AND .RELATI"ONSH'IPS
Zéf/fFaquty Eth1cs | | "
2.2 Reg1strat1on and Enro]]ments. - ”
'“2 2.1 Temporarx,Ro]ls
2.2 2 Permanent Ro1ls. .
.ﬁ2.3. Course Operat1ng Standards B
>.2.§’]\ Class Periods. “
2.3.2 C]assroom Ass1gnments v . e
| . 2.3.3 Heet1nq T1mes | i ‘
12.3.4 Attendance_. - - : o o o .
‘12.3:411‘ Faculty: s w S o . @
. 2.%.4.2_ Studenfs.. | . | f
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2.1 Faculty Ethics.

9

.'2? FACULTY RESPONSIBILITY AND RELATIONSHIPS

r

|

h
i

A

| TheQWiﬁthrop‘Coﬂ]ege faculty endorses the foj}oWing statements of ethics:y'

(1) THe professor, guided by a deep conviction of the worth and dignity of.
the advancement of knowledge, recognizes the special“responsibilities placed

' ~upon him/her. Oné's primary responsibility to one's subject is to seek and

|
l‘ .
i

I

b

i

1

\

1

-1

to state the truth-as one sees it. To this end one should devote one's -ener-
gies to developing and improving,scho]a?]y.competence. He/she accepts the
obligatiun to exercise critical self-discipline and judgment in using, extend-

ing, and transmittﬁng-know]edge, He/she practices intellectual honesty. Al-

though one may ‘follow subsidiary interests,- these interests must never seri-
ously hamper or-compromise freedom of inquiry. . T

(2) As a teacher, the professor encourages-the_?ree pursuft.of learning by
his/her students. He/she holds before them the best scholarly standards of
his/her discipline, demonstrates respect for the student as an individual,
and adheres to the proper role as intellectual guide and counselor. He/she
makes every reasonable effort #o foster honest academic copduct and to assure
that evaluation of students reflects their true merit.. He/she respects the

-

confidential nature of “the relationship between professor and student, avoids

any eXp?oitation'of students for private advantage and acknowledges signifi-
cant assistance.from them. . He/she protects their academic freedom. -

(3) As a*CoT]eague, the’prdfessér‘has obligations that derive from common
membership in 'the community of scholars. He/she respects and defends the
free inquiry of associates. In® the exchange of criticism and ideas he/she

shows due respéect .to associates, and respect for the opinion of others. He/she

acknow]edges academic debts and.strives to be objective in’ the professional
- Judgement of colleagues. He/she accepts a share of faculty responsibilities
for the governance of the institution. g '

(4) As”a member of the institution, the professor seeks above ali’to be an
effective.teacher and scholar. Although he/she should observe the stated

L regulations eof the institutign, provided they do not contravene academic

freedom, he/she should maintain the right to criticize and seek revision:
He/she determines the amount and charactar of work to be done outside the
anstitution with due regard to his/her paramount responsibilities within it.
When considering the interruption or termination of his services, one recog-

. .nizes the effect of one's decision-upon the program of the institution and -

gives due notice of intention. ; '

t

2 (5) Aé»a.member'of-the community, the professor has the rights and obli-.

\gations of any citizen. . He/she measures the urgency of these obligations in
ithe 1ight of responsibilities and to his/her subject, students, profession,
‘and “institution. As a Gitizen engaged in a profession that depends upon
freedom for its health and integrity, the professor has a particular obli-

\ Qatipn to promote conditions of free inquiry and to further public under-

standing of academic freedom. S ‘ .




2.2 Regjstration and”Enro1lméntsi‘

2.2.1 .TéhpOraky Ro1Ts. -

- .On the first dag of classes, temporary class rolls are available to the
instructors, department chairmen, and deans. If a student's name is not
Iisted on the roll or there s a mistake in the 1isting, the instructor
must call the student's attention to the matter. It is the student's
responsibility to inform the Registration Office of the discrepangyh

Permanent Rolls.

>

Approximately two weeks after the beginning of classes a permanent
class roll is issued for each course and section, accoﬁ%anied by ‘specific
instructions from the registrar.. If a student's name is not included on
the roll or if there 1S a mistake in thé student's listing, the instructor
must call the st?dent’s attention to the mattet. It is the student's re-
sponsibility to notify -the Registration Office of the discrepancy. If

. there are errors in the listing of the courée (e.g:, course title or in- |
structor's name) the instructor-should notify the department chairman or

dean. It s the responsibility of the .dean to inform the Registration
. Office of--the discrepancy. . : .

2?.2;3 Course Operating Standards.

2.3.1 Class Périods.

Class periods run Monday through Friday, with the exceptioh of some Satur—
day on campus- classes, and the class periods are as follows: - o

-
o -

.

. 8:00 - 8:50 MWF 8:00 ~ 9:15°TuTh
.9:00 - 8:50 MWF o , 9:25 -10:40 TuTh
10:00 -10:50 MWF« : , . 10:50 ~12:05 TuTh
11:00 -11:50 MWF - T 12:15.- 1:30 TuTh -
12:00 -12:50 MWF : 1:40 - 2:55 TuTh
1:00 - 1:50 MWF ‘

100 150 MWF

:Q0 :15 MW

:00 115 MW

:30 :45 MW

:30 45 MW

3:00 15 MW

:30 15 M ' :
:30 15 MW e

:20 TuTh

115 TuTh

245 TuTh

145 TuTh-

215 TuTh

:15 Tu ' :
:15 Th : K
.~12:15 p.m. Saturday -

:05 -
:00
30
130
:00
:30
130
<30

O WA N U N

. . v
LoD W -
S VVLWLNLTCO

*Primarily for coufses_pub]ic school teachers will take.

2.3.2 Classroom Assignments.

Instructors are expected-to meet their classes in the assigned classrooms

or areas. Any changes in meeting place must have. the approval of the

department chairman or dean and the Registration Office- S

>




1 2.3.3 Meeting Times.

Instructors. are expected to meet the1r .classes at the ass1gned "times. Any ,
¢changes 1in meeting tipes must have the approva] of the department cha1rman,
dean, and the Registr tion Off1ce . . . _

2.3.4 Att endance ;

— T . . -

2.3.4.1 Faculgy Facu]ty are expected to meet all the1r schedu]ed class. engage-
' ‘ments. Facu1ty who expect to be absent from any of their classes should
N - .obtain permission from their department chairman or dean. Emergency
absence shou]d be reported 1mmed1ate1y to the department chairman.

2.3.4.2 Students Although’ instructors w111 keep accurate records of attendance

‘ forfadm1n1strat1ve purposes, students' grades are based- on their- perfor-
mance, not attendance. Students should understand that they- are respon-:
sible for the academic consequences of absence. Instructors of courses
are ob11gated to provide makeup opportunities only for students who are:
absent ‘with adequate causes The instructor’ will be respons1b1e for
Judg1ng the adequacy of "cause of absence. ' - :

2. 4 Adv1s1no and CoUnse11ng : B ' I
2.4.1 Facu?ty’Office'Hours;

-

- racd]ty members are requ1red to maintain off1ce hours and to post the hours
on’ their respect1ve office doors.. While the number of office hours required
is not fixed, it is assumed that each faculty member will maintain off1ce
hours each day ‘which will be convenient_and adequate for the students to-

. arrange conference pertaining to the1r work. Most departmental and admini-
‘ strat1ve office hours-are 8:30 a.m. to 5: OO p m. Monday through Fr1day
N -

Y

2.4.2 Academ1c Adv1s1ng

Academ1c advising and counse11ng is adm1n1stered by;the academ1c deans. Each

Winthrop student is assigned an academic adv1ser’who is a regular member of
- the Winthrop Faculty. Advising students is an important responsibility of

faculty members who are requested to ass1st consc1ent1ous1y in this signifi-
' cant work

¢ E New students who express interests’in professional schoo]s are. referred
to 'the appropriate academic deans for specific adviser assignments. Students
in the College of Arts and" Sciences, ‘including those undecided as- to major,
are assigned to general advisers in the College of Arts and Sciences. Liberal
Arts majors are reass1gned to departmenta] advisers JUSt prior to the begin-
ning of the junior year. : \

Scheduled group test1ng such asi College Entrance<Exam1nat1on Board .
Tests, National Teacher Examinations, Graduate.Record Examinations, Co]]ege
Level Examination Program Examinations, ‘guidance, testing, special survey -
examinations and Jndividual special testing is administered by the office of
,Gu1dance Testing, and P]acement ~ Winthrop College is designated as a testing

.
-

4
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Q o : - . ) iv




‘center by the College Entrance Examination Board-and the Educational Test- .
" ing' Service for the administration of examinations in the national program., A

-

e

Counseling. T .

Faculty members are encouragedhtd refer students who may need or desire . = -
professional assistance with personal problems to the Winthrop Counseling
Center. (Seet*5.4.1) - - ~ T

v,~'.Appointmentsuhay be&:§%e~in person (2T4 Bancroft Buiidihg) or by‘feTe—.

phone (Extension.2233) -hours 9:00 - 12x00; 1:00 - 5:00 Monday through friday.

2:5.7

2.5.2

' Mq]tiD1e Evaluations on a Single Day..

2.5 Evaluation and Grading. -

Tests, Papers, -Etc.

3 : S . © oy
The fo]lowing principles are intended to serve as guides around which in-
structors should shape: their testing procedures: C

A number of evaluations of students' achievements should be
- made’ throughout any given semester. The instructor in each
class is encouraged to have at least four major items on which o K
to base the student's final grade. The instructor may require L
& combination of one-hour tests, written.reports, oral reports; TR
or appropriate performances ¢r projects. Tests should be return- '
ed to students within a reasonable time. Students have a-right to
examine their own tests regularly in order to understand which items
were answered incorrectly or inadequately .and.why their responses:

“were inadequate. . , S e

.y,

Evaluation of Students.’

o

Grades are generally recogﬁiied“as camparative ratings of'studgnf'achieveJ ‘

ment. . College experience indicates that the average grade in sophomore
courses tends to be higher than that for freshmen courses and that grades
in junior and senior courses follow a similar pattern.. ’

. - . , . ,

-7 It 1is the responsibility of the instructor, reasonably early in each

course, to inform the students of the evaluation placed.upon their work. -
Thereafter, periodic redeterminations of their 'standing should be furnished-
the students. - : ' R -

i

.' It is also the respdnsibi]ity’of-the instructor to assign to each studént*

a Tair grade based on-evaluations relevant. to the content and purposes. of the

- course. . ~

“

A1l évd]uatidns'which count 15% or more of a course grade shall be announced

at least one week in advance of the Mate-on which the evaluation is to take

place or the date when the material is due. (For the purpose of this policy,

an evaluation means’an examination or quiz“Either written or oral, class

presentation, research paper, essay, project, or.any other written material

or performance on which the student*s'gradevin the course is based:)




fAcademid Dfshbnesty, o L - S

K]

| 7 ) g | . . o
‘When a student’ is assigned for-the same date three or more in-class

éva]uatiOns each of which counts 15% or more of the course grade, the stu-

dent has-a right to appeal to have the date of the third and subsequent

evaluation changed.” (For the purpose of this policy, in-class evaluation
refers to a written or oral examination or-quiz, and an oral c]asgipre-- Y
' h

sentation or performance which must be done in the classroom on the date, in

‘The process of appeal will begin with informal discussions initiated

by the student with -his or her instructors.® The student's case may be sub-

stantiated by having each instructor compiete the "Request for Chapgé of
Examination Date" form which is available in the Registrar's office..

v P P % .

The earliest time of assignment of an evaluation (including date and
class period) shall determine the two evaluations te be administered on the
date in question. Third and subsequent evaluations will be given on another
day if the student requests. The make-up date will be at a reasonable time -
prescribed by the instructor. o '

4
I

. ~The appga1'MUst be completed by thé student no_later than three regular-
school days before the date on which the evaluations are scheduled to take -
place. S & T

‘ ?acuTty members are urged to announce course evaluation dates*as early.
in the semester as possible. : T '

a4

. C R &

Individual faculty memberS‘have the.késponsibi]ity'for determihingythe actiom

to be taken in cases of academic dishonesty relating to their courses. Such
cases include but are not limited: to: (A) Cheating, which may be defined a-

_the giving oY using prohibited written and/or oral information -during tests,
. quizzes or examinations; the stealing, buying; selling, or any other use of

'S
.. Question, as opposed to a wrijtten paper or quiz which is to be prepared prior
" tb the class meeting dnd brought tg the-class.) - o

an examination before it has been administered; the decettful altering of any
assignments or the instructor's markings o an’ assignment after the paper has

been graded. - (B) Plagiatism, which may be defined as the submitting of mat- °

erial as the student's own work without indicating its sou%ce; allowing an-
other person to compose. or rewrite a student'S*assignment;;copying material
previously used in class reporting and submitting it as the student's own

work. 4

" Any student who is a party to academic diéhoneSty is equa11y guilty,
whether having given or accepted assistance. : o

When a student is acclifsed of academic:dishonesty, the faculty member
must be prepared to provide the evidence upon.which the decision rests. A
student may appeal this decision to the chairman of the department and the
academic dean of the college or school in which the course is offered. (See
also 1.2.3.1 Committee on Academic Conduct). -When warranted a case of aca-
demic dishonesty may, be referred by the dean of the college or.schoal to the
Vice President for Academic Affairs and Dean of the .Faculty and ultimately
to the President of the College for review. : :

)3(;; . - ° “
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2.6

2.5.5 “Grade Reports.

It is the vesponsibility of the instructor at the end of each semester
to report final grades to the Registrar's Office. g B

,Grades'aré regorte& tovthe-Registrar’s'Offige using the Student Grade

Cards furnished by the Registrar's. Office toward the end of the .semester.

Defailed instructions for reporting grades are distributed by the Regi-~
strar's Office each semester. ) ' o ' '

° ) - . ’ . ~ . " . ?\ . % .

. Reports are sent to students at the end of each semester by the Regi-

strar's 0ffice. R

5.6 Change of Grade.
A grade once reported may-be changed only upon the reCOmmendatidn»of the
instructor With the approval of the dean of the college or school, The
approval of the dean is -not required for changes of grades with the pre- -
fix I if the change is made gduring the twelve-fonth period.immediate]y
'foljowing the assignment of the prefixed grade.

Student Description of Instruction and Course. R |
‘ : — . -

The StudentﬁDesériptiOn of Ihstructiop and Course ppogfam was aqabted by the
faculty of Winthrop College on April 8, 1973. The program objective is to

- provide the faculty with descriptive information regarding strengths and
-Weaknesses in both course work and teaching methods; to inform the students

. @s to the nature of the various courses; and to assist the college admini-

2.7

“ stration in their continuing evaluation of the faculty. The guestionnaire

is administered to every class each semester including both terms of summer
5chool, at sometime after two-thirds of the course is_over.

On the first administration in any course, only the instructor will
receive the results. On the second administration in any course, the pro-
fessor, chairman and deans will receive the results. -Consultation may take-

“ place between the instructor and.his chairman or dean at this time. -On the

third admiﬁistration'in.any’course, students will be %ermitted.to see results
which will be on file in the library. - o

r3e
fH

Off-Campus Trips. . ¢

. 2.7.1 Requests to Take Students 0ff-Campus .

hN

-mission of ‘their chairman or dean. The approving officer must have ‘some
record of _the excursion in the event that the College may need to check

. the whereabouts of a student. It is not netessary to secure the permission

, of.the dean of students.. LT

2.7.2 Trip Insurance.

Trip insurance is required when students are asked to use their cars on.

college authorized business, such as authorized field trips. This insurance

»

o oy e -~
. e 35 |

?acu]ty:members~wi$hing to take students off campus must have the per- - a
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C.provides protection for student drivers should they be sued by fellow pass-
engers, in case of accd ents.- If a student drives'a Winthrop automobile,
trip insurance is fiot required. ‘Authorization for trips comes from having
a properly completed. and approved "Travel.Request" prior to trip time.

The trip insurance +is requested by departmental secretaries ‘sending a
list of students who will be driving their Rersonal automobiles, along with
the names of passengers’ in that automobile to- the .Peoples Trusi Company, .
» 151 South Oakland Avenue, Rock Hill, South.Carolina 29730. This Tist shoul
include the times of departure and return, designation, and the department
name to which the premium cost is to_be charged. A copy of the list shou];,j,k
be sent to the Comptrolier's Office as a matter of information and record.

2.8 Academic Processions mnd Regalia.

~ Faculty members are expected to be present in" proper-academic regalia for

- official acadepic functions such as commencement. Faculty are invited to
attend all three commencements. Academic year faculty are required to o ]

- participate in either the December or May commencement, the specific assigh- . E
ment to be made by the deans of the schools and college. Second session
summer faculty are requested-to participate in the August Commencemant,
other falulty are invited to participate. The Vice President for Academic
Affairs and Dean of the Faculty should be notified if an emergency should
arise which prevents a faculty member from participating. -

-

Arraﬁgements»to.puréhase or rent academic regalia may be made through N
the:CoT1ege”Store. . E

g T -

2.9 Teaching Load: : :
Teaching loads at’ Winthrop College vary amang departments and within depart-
ments depending upon the nature of the courses being taught. Normally twelve .. .
semester- hours of regularly scheduled courses per Semester is the maximum ;
teaching load. . Reduction in this load may be made due to added administra-
tive or ‘other responsibilities carried by ‘the faculty member. Invo]vemen&

in research is also considered, and appropriate teaching Toad reductions \ - ¢
are made when conditions warrant. The teaching load in music, physical edu- . )
cation and laboratory courses is computed on a different basis with twenty j
hours per week being the normal-maximum contact time in most departments.

2.10" Annual Report of Faculty Member. . 4
This report is completed by the faculty member in duplicate dnd returned .
to the academic dean. The original copy is sent to the Vice President for
Acaderiic Affairs and Dean of the Faculty to be retained in, the ‘personnel

. folder of each faculty member; one copy ‘is retained in the files of ‘the
Dean of the college or school. .

4
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3.0 - Supportive Services for Instruction and Research.

¢

3.1 Library.
3.1.1 Library Hours.

~

3.172 Locatioh of Materials.

Services.

3.1 Circulation.

.2 Resérve Books.

.3 Interlibrary Loan Service.

.4 Computer Search Services.

Photocopy Service.
~1.3.6 Carrels.- o
.1.3.7 Orientation.

R .
.1.4- Acquisitions. *

1.5 Security Control.

Instructional Aids.

3.2.1 -Audio-Visual Equipment apd Services.

.2.2 Instructional Materials Center.

Computer‘Feei11ties.

.3.1 Academic Facilities. .-

.3.2 Data Processing Center.

Textbook Orders.

Travel.

~

.5.1‘ General. : : ’ - .

.5.2 Priorities for Approval of Requesi'for Reimbursement for Travel.

.5.3 POTigfotatement (Executhe Policy 74-4, Jp1¥71, 1974).

5.4 T;QVe1 Request.

.5.5 General*Rules for Subsistence Reimbursement.

-~

3.5.5.1 - Reimbursement. | ) IR

3.5.5.2 Six~hour Rule for Periods of TraveT Exceeding 24'hours'and 40 Miles.

3N
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3.

3.5.

3.5.

5.6

.5.7

[$2 BN &}

.5.10

v

5.7

.5.12

.5.13

5.14

. B -
. Research. o o

6.7

.6.2

.6.3

.6.4

3.

3.7 Guest Lecturers. oy : o ' s

6.5

'5.4 Mi]eége Reimbursement.

8
.9

. . .
5.3 Periods of Travel Which are Less than 24 Hours.

Reimbursement for Expenses other than Transportation and SubsjiStence.

Travel and Subsistence Allowance for Students.

Dependents'Acqgmpany%ng Empioyee.

Group Travel. - : ’ ' ‘ 2

Method of-T?ansportation.

Procurement of Common Carrier Tickets.

- Procurement of CoTTege’Motor&Poo1 Vehicles.

L

“

Use of Private Vehicle. -

_Foreign Trave] Approval.

On-Campus: Suppprt. -

Oﬁ%—Campus Suppgrt. .

Released Time from Instruction, -

Leaves of Absence.

-
-

Sabbatica] Leave Program. o ;

»
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3.0 Supportiwe Services for Instruction and Research. ] ’
"3.1 Library. ’
T —
3.1.1 Library Hourss
Monday through Thursday............... .. ++ 8:00 a.m. - 11:00 p.m.
Friday.. oo oo T vo.. 8:00 a.m. - 10:00 p.m. )
Saturday...... g e 8:30 a.m. - . 5:00 p.m:
Sunday..... e e e e 2:00 p.m. - 10:00 p’m.

Holidays, examination periods,.intersessions and sumg;g sessions - as
posted. ; s . ) R

I

Location of Materials. -

Rooks:” winthrop'empToys the Library of Congress Classification System .
and maintains- an open-stack’ arrangement. . : T

ied and housed in the

Rggjodiq§l§; Bound periodicals volumes are classif
stacks with books .in the same classifications. For library holdings con-

-sult the computer-gengrated séfia]s_holdings 1ists which are available

throughout "the Library. Unbound recent issues are arranged alphabetically
by-title in the periodicals area on the.main floor. For issues not directly
dvailable, inquire at the-€irculation Desk. A collection of newsletters is
located near the unbound recent issues of periodicals. ’

Documents: The Library is a se]ecthe depository for United States govern-

ment publications. These materials are separately housed and serviced on _
the second floor. Inquiries should-be directed to the Documents Department jﬁ

staff.. . ) R

«

Microfornis: A11 microforms and their readers are housed-on the second floor,

Eo

adjacent to the Documents Department. Servicing of microforms is performed
by the staff of that Department. A-reader-printer is available to reproduce
full-sized copies from either microfilm or microfiche. ’ S L

. » ~ 3 s “.(’ 4 R .
Recordings: A.small collection of recordings is available. “Information about
Tibrary holdings, is available at the Reference Desk. Faculty members may '
charge out records from the Circulation Desk for taping purposes, or for
in-class use ‘only. : - .
Special Collections: A small collection of books valuable due to early im-
print date, fine printing or binding, limited edition, etc. are housed 1in
the room adjacent to .the Librarian's Office. The library is a depository. for
the archives and history of Winthrop College. This collection of materials
is Tocated on the ground floor of the library. ’

Recent ‘Acquisitions: New books are shelved ir the main floor Browsing Area
for one month, thenvretired to the stacks. These books may circulate to
any borrower for the usual loan perijod. S .

Hpnpr_§y§jém~Papprpgcﬁ“;jpypry; Informal go]]ectlgg‘of'books for.genera]

s 3y T | .
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3.1.3 Services.

\ Ll . , . Ca
reading. 'fatrons check out their own bo
_ _ / :

/ . . -

oks and no-fines are imposed.

a

3.123.1 Circulation: Books for all borrowers are c

1.

L

_ ) ) harged for ‘a two-week period. .
A fine of “ten cents per day is charged for®overdue hooks. Any book

kept eight or more days overdue witl incur an additional ten cent ser-
vice. charje. . ' « :

Faculty as defined in the ﬁy}gﬂ;ﬁgﬁv;@gﬂﬁggqlng;ylﬁygyggg are granted. -
the privilege of extended Faculty Loan subject‘EO“regqll.“ Twice a year,
at-the end of each semester, faculty borvowers will réturh all Tibrary
books in their possession for discharge or 2 renew them for another ex-
tended period. (1) Extended loan is for the purpose of personal research
of the person to whom the loan is granted. (2) The extended lgan privi-
lege applies only to those books in which the borrower's .major research
is concentrated. ({3) The extended loan privilege is not given automati-
cally but must be tequested for each book--otherwise a two-week due date
will be stamped in the book, the bogk is overdue ‘after that date and
appropriate fines will-be assessed : ) ' :

Loan priviigge caﬁhs, available at the Circulation Desk, will .be issued -
upen request to all members of a faculty member's immediate family who
wish to borrow books from the Tibrary. Since these cardsvare‘used_pri-v
marityg-for identification, they must be pre%ented_éaghitdme their holders

. $1gn out books. Family members are not entitled to eltended faculty 1o$n,f

and faculty members. may not allow family to use a facu]ty'identifjcation
card. Faculty members are urged to instruct their children to borrow
books only for themselves and not for friends 6r classmates. .

' Books in the Reference Collection do not circulate.

+

While periodicals do not normally circulate, facuity members requiring e

such materials for instructional or research purposes may borrow them., -

subject to the following conditions! bound volumes circulate for three
days, unbound issues for 24 hours. ‘ ‘

Reserve Books. Books may be placed on reserve by completing, in triplij-
cate, forms distributed from the Circulation Department prior to‘the )
Tall semester,-and available at the Circulation Desk.at other times. Re- v
serve Tists should be sutmitted. as early as possible prigr to each semes-<"
ter. Frocessing, these Tists requires one week. ‘ ' oo

[

e,
L]

Books tay he placed an either closed or three-day réserve, €losed re-
serve books ‘are honsed behind the Circulation Desk, from which they may
be' requested by users, and from which they circulate, two at a time, for"
two-hour periods during the day, or overnight after 10:00 p.m. - Three-day’
books ard 50 marked and are shelved in -the stacks.” Faculty members who
wish to do so may place personal copies_on closed reserve for student use.
Where the number of students in a course, the time
of the assignment, and the ‘length of' the article(s)
" photocopies of individual periodical articles can be

allowed for completion -
to be read so indicate,

a
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reserve collection. Prior to assigning periodical readings, faculty
members are requested to notify the Circulation Department. Since maga-
zines are subject to the greatest mutilation and theft among library
materials and are generally the most difficult and costly to replace,
faculty cooperation in maintaining these materials is invaluabTe.

Interlibrary Loan Service.

Interlibrary loans are madespOSSib1evfor,faculty and their graduate stu-
dents via ‘the policies and procedures established in the National Inter-
library Loan Code, approved by the American’Library Association. “Since
"continued disregard by a borrowing library of the.provisions to the Code
is sufficient reason for another library 'to decline to send to said 1i- .
brary," faculty members are urged to become familiar with the major pro-
Visions of the Code and .to cooperate;, .for their own benefit, with the
Library in abiding by those provision - .
: . A :
Interlibrary loans are handled by the Reference Department; requests for
loans should be made on forms available at the Reference Desk. While
the Winthrop Library pays all postage and insurance charges, the requestor
- pays the cost of photocopies of materials requested. S :

Since a growing number of libraries now provide facsimiles of many items,
such as periodical articles, in lieu of the actual volumes, the requestor
is asked to indicate on the request form his willingness to accept and
pay for photocopies or microfilm copies if necessary. )

Computer Search Servicest

The Library, in cooperation with the North Carolina Science and Tech-
- nology Research Center, offers computer searches of several’ indexing.
.and" abstracting services in sciences and social sciences. Prices.vary
depending upon the data base. being searched. —Students may search the
ERIC and Institute of Textile Technology data bases at greatly reduced-
prices. Inquire at the Reference Desk for details.

Photocopy;SerVice.' I

Photocopiers are avaf]ab]e‘in the Library;:facu]ty members may make their

own photocopies at five cents per page. " Since these are coin-operated
" machines; no work dane on: them may be charged. A photocopier is avail-
able, however, for photoc0pying‘when'copies are to be charged to a de- _
Partment budget. To charge copies, the faculty member should present
,an Office Service Requisition Form, signed by his Dean or Department
Chairman, at the Circulation Desk. The staff member on duty will make
the copies and forward ‘the charges to the Accounting Office.

. , v

Carrels.

Closed carrels are available for faculty use in research and study. Ap-.
plication forms and criteria for carrel assignment may be secured from
the secretary to the Librarian. Carrels are generally assigned for one ‘
semester, subject to possible renewal upon reapplication. Lockers are_ .
also available and can be assigned as requested. €mﬁ R
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The Library conducts a program of library orientation for freshmen
" through English courses. Instruction of students in other classes.
in the use-of the library resources in those areas is the responsi-
bility of the faculty, who may make appqintments with the Reference
Department for tours and lectures on the use of specific resources.

Additional information is available in Dacus Library Guide. A brief
introductory tour of the Library is.available oh cassette tape and
‘may-be obtained at the Circulation Desk. '

3.1.4 Acquisifidns.-'

The Faculty is invited to participate in library acquisitions by suggesting
purchases up.to a certain amount or allocation. Although these requests
are accepted generally and every attempt is made to obtain,them, the Col-
lege Librarian reserves the right to reject requésts that do not contri-
bute to the mission and purpose of the Library. :

The Department Chaitmen or their appointed representatives,. receive and
approve requests from members of their departments. -These requests are
then forwarded to-the Library. ‘The requesting faculty member-i's notified
when the requested materials are ready for circulation.

Faculty members are also encouraged to request titles which are of general
interest. Such requests should be sent directly to-the Library where they

- will be considered for purchase from the unallocated portion of the library

materials budget. :

Order request forms méy be obtained. in quahtity from the Acquisitﬁons Depart-
ment. When ordering, the requestor should keep ‘the duplicate copy for his
own records, .sending the original to the Library. - :

2

-

Security Control.

Library materials are protected by an electronic book ‘detection system.

- If materials not properly charged out are carried from the Library, an alarm
*will sound_and a gate wi]l lock, preventing exit. :

—
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3.2 Instructional Aids. -

3.2.1

Audio-Visual Equipment and Services.

. - EY
-The college maintains a variety of standard audio-visual equipment—;16mm
motion picture projectors, slide projectors, screens, overhead projec-
tures, audio tape recorders, etc. Audio-visual equipment is normally
assigned to buildings rather than. departments. A secretary in each
building ‘has keys and information about the use .of the equjpment. Each
faculty member s expected to operate the equipment in their own class-

rooms, for emergency service or for briefing on how to operate equipment, = -

call Audio-Visual Sefvices, Ext. 2139.

In addition to the standard audio-visual equipment, closed-circuit
television equipment is available. Each classroom building has viewing
facilities with reception capabilities of four off-campus channels and
one on-campus channel. Facilities are also available for Tocation or
studio production.of video-tapes. - o .

: . - @
Instructional Materials Center.

. The Inétfuctiona]-Materia]s Center (IMC) is primarily a collection of
textbooks, periodicals;and audio=vi<ua] media designed for use by

- Students, pre=-school through Grade 12. There is also a small collection

of pFofessiona]“education_materia]s‘and a.large collection of publishers
and audio-visual producers catalogs. However, the major portion-of pro-

- fessional Tével education books and all professional Jjournals are housed .

in Dacus Library.

*

The center is open daily when classes are in session. Hours are
posted on the door. While there is no Timitation as to who may use the
IMC--it is open to all dinthrop personnel as well as to .school teachers
from the surrounding area--materials are restricted to use .in the IMC.

The IMC currently provides the -campus with a cassette tape dupli-
.cation servige (qassetteﬁto~cassette only, not reel to cassette or
vice-versa). <In the future the IMC hopes to- provide the college with
a centralized catalog of audio-visual materials available on campys and
to add other needed services as additional staff is added. :

For additional 1nformatioh about'serV1ceS'and hours‘o%'thé IMC call

~ Extension 2136 or visit the IMC in-145 Withers.

3.3 Computer-Facilities.’

3.3.1

“Academic Facilities.

- Two computer systems are located in tﬁe Academic Computer Center, Kinard -

20. They are normally available to faculty and students on a first-come

first-served basis. The student employee on duty will provide instruct-
ion in their operation, . Lo

One system consists of a Data-100 Model 78 terminal cohnected‘by
telephone line to an IBM 370-168 computer (3.0 Meg.) running under 0S/360
MVT release 21.8 with HASP which runs-under VM/370. Languages available
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~include ALGOL F, ANS CGSOL, ASSEMBLER F, ASSEMBLER G, FORTRAN G,
FORTRAN H, LISP, PL/1 F, RPG, SNOBOL 4, WATFIV. Available special-
ized packages include BMD, CSMP, ECAP/360-E, GPSS, PCAP, SAS, SPSS,
and SSP. . : | | DR

The other system consists of an IBY 1130 Model 4B computer .
(8 K words). Languages available include APL-, ASSEMBLY, BASIC,
FORTRAN IV, RPG. - | - |

FacuTty and students who do not choose to compile and execute
their own programs may leave them with the student employee on duty 1in
~Kinard 20. Such programs will be compiled and executed in .the order
received. (normally during the evening of the day they are received) and
" deposited in the boxés provided for this purpose.

. Six IBM Model 29:card-punthés.gre.1ocated in the Academic Computer

= Center (across the hall from Kinard 20). They are normally available o

to faculty and students on a Tirst-come first-served basis. The stu-
dent employee on duty will provide instruction in their operation. .

When circumstances warrant use of the Academic Computer Center
facilities on a reserved-time.basis, prior arrangements may be made
with the chairman of the Computer Science Program (CSP) committee.
Relevant circumstances may include demonstrations to class under super-
vision of a faculty member and research projects-after normal operating
‘hour's under supervision of an authorized operator. :

. In order to facilitate use of the computers. by faculty members and
graduate students, members of the CSP faculty and staff will provide
some assistance in problem analysis: and computer programming. The nec-
essary arrangements can be made through”thé chajrman of the CSP commit-
tee. - . . : ' : '

ThéiAcademic Computeyr Center (Kinarq.ZO)'is'operated from 8:00 a.m.
to 19:00 p.m., Monday through Friday., ¥rom 12:00 noon to 6:00 p.m. Sat-.

~urday, .and from 2:00 p.m. to 11:00 p.m. Sunday.

3.3.2 Data Prdceésing Center.

G : .
A Data 100 remote terminal and an NCR Century 100 Computer System is
Tocated in Tiliman Building, Room 17 for faculty and student use. The
remote terminal "is cornnected .to USC Computer Center in Columbia. -This
- equipment is available only bv arrangement through the chairman of the
Computer Science Program committee, and requests should be made directly
to -him. Normally the Center is available to faculty and students after

5:00 p.m. weekdays and anytime on weekends.

"Thé NCR Century 100 js schedu]eq %or removal by January 1, 1976.

-

Textbook Orders. t . . ‘ : ' ;: o

“Prior to each semester and summer session, textbook information forms are .

sent by the College Store to the dean of each college or school for distri-.
bution to the faculty. The Textbook Forms are sent on the following dates
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with a return date specified:

»

Summer Session (for_bofh terms)--sent to Deans February zu LG be
returned by March 20. -~ - ) o

| Fall Semester-- sent to DéanéMMa%ch 20 to be returhed by April 20.

Spring Semester-- sent to Deans September 15 to be retUrned by

" October 15. ' ' .

This forh should be completed by the faculty member- for each textbook
and/or sdpp]ementary‘textbook to be used for each course. There should

be.only one title per form. -Any request for supplies should be made on
the special form which is provided with the textbook information form or

~available from the College Store upon request.. The cost of textbooks.

should not exceed $18.00 per course.

4

3.5 Travel. = -

3.5.1

3.5.2

kY
General.

Attendance at professioha] meetings, presenting original papers, and
chairing programs is encouraged; and active service on.state, regional
or national professional organizations {s encouraged. because these
activities are of value to the professional growth of the faculty mem-
bers and-are effective steps in extending the edusational ipfluence of
Winthrop College. T - . '
. ‘Therefore, within reasonable Timits, faculty members should strive
to maintain-their professional affiliations with the various learned
societies and to represent Winthrop College in their various roles as
Speakers, committee members or -1istening participants at professional
meetings.- & . S -

The college, in ‘turn, encourages off-campus activities by'aséisting

in.a Timited way with travel expenses. -At the same time, the professor

must expect_to share in -this expense. It i% most improbable that many
people will receive full remuneration for professional travel, espe-
cially when meetings are at great distances from the campus.

Priofities for Apprbva] of Request for Reimbursement for Travel.

The following four levels of prioritiés are to be consfdered-by depart-
ment chairmen in approving requests for travel funds. Travel Requests
not falling in these categories will be given 1limited consideration. -

‘Rank Order of Priority:

1. Faculty-member will:’

(a) Read original paper or report -on research. .
(b) Be serving as officer of professional organiZation
~_and contributing in major way to program.
(¢) Contribute in another major way to program of pro-
fessional organization. o ,
(d) .Travel as a representative of the College on assign-
ment by the President. . :

A%
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©3.5.3

3.5.4

. to seek advance.approval for the travel and to provide ample evidence
of the expenditures claimed. '

- Travel Authorization. ‘ , ' R R

’ / . ’ : ' - .
EmpToyees of' the College must have advance approval.for all official

- given. :
‘Expense Reimbursement.

~ Expense acéount vouchers submitted upon completion of'approved-travé1

- The expense account voucher will not be honored unless the receipts.are

'-portion approved and permitted by State law,- but the diffeerence can be

S

&

-
-

2. Faculty member will:

ég)'Servé on panel of professional program. :
[(b) Participate in regional or national committees - BRI
o . _ Pblanning session. _ o & ‘
3. Faculty member'wilJ:r

. (a) Chafq paper reading ‘or other session of professional -
organization. , o : :
(b) Attend state committee planning Sessiqn. |

4. Faculty member will:

Attend professional ‘meeting; no participation.
The abovefpriorfty list Wi11~not always be adeduate to jﬁdge the merit
of individiual requests but is presented only as a general policy state-
ment. A department's travel budget must be guarded carefully so that
the greatest service will -be realized from its Timited funds? '

Policy Statement (Executive Policy 74-4, duly 1, 1974).  --

~
by

Employeés'who.travel on official business of thevCo11ége are obTigated

R
A

LN

travel as provided through the Travel Request procedures. The approval
is needed to assure reimbursement of allowable-costs and to afford pro-
tection under the laws of Workmen's Compensation.- The College“is obli-
gated to cover only costs of trips for which advance approval has been

must be accompanied by bona fide receipts of expenditures for lodging, _ :g
transportation, and other major costs for which receipts are feasible. . . T

attached. 1 | | N o

The emb]oyeg'on official business is adviSed‘to show actual expenses
for each trip, regardless of amount. The College can rejmburse only that

important in private tax computations. An official record\of the differ- 3
ence -is of mutual advantage to émployee and College. . - .
. B K . ¢

Travel ReqUest.

Before an employee ledves on an offitia].trip'he must complete a Travel
Request and have it approved by his department .chairman and the dean of
his college or school.- The Travel Request is to be completed by the

%




traveler, seven days prior to departure, and sent to Department Head
for h#5 signature. The Department Head signs, enters the approved -
amount.and forwards the entire packet to the Dean or Division Head. The
Dean or Divisjon Head approves and removes the Yellow Copy for his file
and routes the remaining packet back to the traveter. T

If the traveler is requesting a college car, the Go]dlcopy should be
removed and sent to the Motor Pool. Otherwise, the Gold Copy or a Xerox -
_copy is to be sent-back to the Department Head. -

The traveler retains the White and Blue Copies in the travel jackes
provided by Winthrop. This Jacket" should accompany the traveler on the
trip, and paid bills accumulated in the jacket pocket. As a minimum,
the motel bill must accompany the request for payment where overnight
travel is requested. - Upon return, the traveler completes . the reim-
bursement portion of the form. He retains the Blue Copy for his files
and sends the White Copy, with the paid bills, in the travel jacket to

‘the Accounting Department for reimbursement. =~ -

>

& . : ] . .
3.5.5. Generdl Rules for Subsistence Reimbursement. - . ; Ty

‘3,5;5.1 Reimbursement. Employees shall be allowéd reimbursement for actual

- - subsistence expense incurred and paid, not to exceed $20.00 per day

while traveling in state, $25.00 per day while traveling outside the

state and $30.00-per day while traveling to urban -areas outside the
state of 250,000 or -greater population. Reimbursement will be for
only such expenses as are Justified by the circumstances affecting
the travel. Upon return the traveler must complete a disbursement
voucher which must be accompanied by bona fide receipts of expendi-
«tures for transportation, 1odging, and other major costs for which-
receipts are feasible . This is submitted to the Accounting 0ffice

for reimbursement. ) -

3.5.5.2 Six-hour Rule for Periods of Trave]l Exceeding 24 hours and 40 Miles.

In computing the maximum amount.of subsistence which may be reim~ .
bursed for travel exceeding 24 hours, the calendar day (mjdnight to
midnight) will be the unit; provided no reimbursement for overnight
accommodations will be permitted within 40 miles of ‘the traveler's
residence. Maximum subsistence reimbursement is .allowable at the
‘rate of one-quarter of the daily rate for each of the following
periods of 6 hours or fractions thereof: Midnight to 6:00 a.m.;
6:01 a.m. to. Noon; 12:01 p.m. to 6:01 p.m. to Midnight. Such periods
of 6 hours must be consecutive, the first of which must begin with

- the time that travel status begins.  For example, a traveler leaves
his permanent place of employment at”S:OO.pfm. Monday and veturns at

- 9:00 a.m. Thursday. The number of days for which subsistence would
be allowed is computed as follows: ' :

L | Days
5:00 p.m. to 6:00 p.m. Monday = 1/4
: ] ‘ 6:01 p.m. to Midnight Monday 1/4
o : -~ -12:01 a.m, to Midnight Tuesday . 1 .
: . 12:01 a.m. to Midnight Wednesday - 1 i
12:01 a.m. to 6:00 a.m. Thursday 1/4 -
6:01 a.m. to 9:00 a.m. Thursday /4

TOTAL S "3
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3.5.5.3 Periods. of Travel which are Less than';ﬂ‘Houre.

Ed

(A) Overnight--In determining the maximum subsistence reimburse-
-ment for travel which requires overnight ‘accommodations but is of
" less than 24 hours duration, the six-hour rule will apply; but the
day, for the purpose of this computation will begin at the time of -
departure and conclude upon. return. No overnight accommodations
will be permitted within 40 miles of the empioyee's residence
and/or. headquarters. : : -

(B) Single Calendar Day--If the travel is entirely accomplished in
a single calendar day (no overnight- lodging required), the six-hour
*rule will not apply. Under these conditions, ‘the maximum subsis-
- tence reimbursement will be as follows: ; o

Breakfast - $2.00 (if traveler leaves his residence
/. - .before 6:30 a.m.) .

k]

Lunch - 2.50
Supper 4.50 (if traveler arrives home after 8:30 p.m.) -

No reimbursements will be pérmitted for the "single calendar ddy"
unless the employee is over 10 miles from his place of residence
and/or headquarters. . e

~ 3.5.5.4, Mileage Reimbursement. When an empldyee uses his own automobile for
official bus'iness,~ he shall be reimbursed-at the rate .of 14 cents .
per mile. Auto travel should be by the most direct route practi-
cable, and substantial deviation from the distances shown by the
current State Highway System Map of. the South Carolina Highway De-
partment .should -be' éxplained.- . . - o

A separate'entry should be”madélfOrvtrave1 in the Vicinity of a
community or city. . = ' : e '

3.5.6 Reimbursement for Expenses other than‘TrénSportatiQn and Subsistence.

_Other expenses may be reimbursed, such as conference or .registration
fees, ‘taxi/1imousine service, airport parking, drayage, telephone and
‘telegraph. - These reimbursements are in aadition to the daily meals and
Todgings or subsistence amount. ‘ '

3.5.7 Travel and Subsistence Allowance for Students.
Students traveling as official representatives of the College of sanc-
tioned Student Organizations are subject to the same.policies and pro-
cedures applicable to the College Staff. Reimbursement may range from -
token financial support up to the maximum travel and subsistence allow-
ance applicable to regular official travel. The Vice President for

- Student Affairs or her designated representative must approve all stu-
dent organization stravel ard make the determination as tg method of ,
travel and degree of financial support. Other official College student
travel will be treated the same as faculty and staff travel and must be

- approved by the Department Head or Dean whose budget will be charged for
the travel. L 3 - S
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3.5.8

- 3.5:9

3.5.10

3.5.11

3.5.12

Dependents Accompanying EhpToyee.

If a deﬁéhdent»accompanies an employee on an authorized business trip,
only those expenses which may be directly attributed to the employee
may be reimbursed. . : : : : ‘

@fouE‘TFéggl.'_

rvamore than ohe individual is to travel under one travel authorization,
- One person must be designated responsible for.the funds. This person
Must account for all expenditures of the group and will be reimbursed by

the Accounts Payable Section.» If such an arrangement is not desirable,
a.separate Travel Authorization must be submitted for -each traveler.

The Travel Authorization Form should also be submitted for official
College travel evenif there is ng reimbursement byvtheACo11ege.

Method of Trahspdrtation.

_, The method of~tfan§p0£tatioh utﬁ]izéd by College employees will be py

the most practical.and economical means, with due consideration given
to the ‘time involved and the.mission to be accomplished. Travel under
500 miles, round trip, insofar as it is practical, shall be by College-
owned or private vehiclé. Travel in excess of 500 miles round trip -

should be by common carrier, and preferably by air carrier .because of the
.great savings in time over other types of conveyances. Use of College-

owned vehicles-should be Timited to South Carolina and adjoin‘ing ‘states.

Procurement of Common Carrier Tickets.

If a common.éarrier.is to be used, the individual should contact Thomas.
Tours.-and arrange the accommodations. The indjvidual must furnish the

‘travel agent with” the Travel Authorization number which is on the-upper

right corner of the Travel Authorization Form. The Travel Agency will
confirm approval with the traveler and will forward tickets to his off-
ice. ' _ ‘ o ‘ . ‘

,Procuremenf of College Motor Pool” Vehicles.

If a College Motor Pool Vehicle is to be used, the ‘individual wishing to

- travel should reserve the car by submitting the proper form to the Col-

lege Motor Pool. The Motor ‘Pool Vehicle Reservation Ferm must include
the Travel Authorization number. The Reservation Form should be submit-
ted as early as possible.  Charges for the use of the vehicle will be
made directly into the appropriate College account. '

Use of Private;ygﬁjc1e,

Under varying circumstancés, it may be appropriate and desirable to use
one's personal metor car. This should be requested on the Travel Author-

ization Formwith a brief statement as to the reason for such a request.

"
¥
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3.5.14 cForeign Travel Approval.

Policy. -

A11 foreign ‘travel by State -personnel must be approved by the State
Budget and Control Board prior to the travel. This includes all
College personnel, and is applicable regardless of thée source of

- funds to be used for reimbursement. . : ‘

Procedure.

The regular College Travel Authorization Form will be submitted for.
foreign travel approval. The form should be\$ubmitted through nor-
.mal academic or administrative channels to the Vice President of -
Business and Finance's Office. It is the vresponsibility of that

-~ office to forward and coordinate the requests to the Budget and
Control Board. However, it is the responsibility of the individual
requesting travel approval to clearly justify the nécessity of the
travel. This justification can be written in ‘the appropriate place
on the form or on'the reverse side if more space is necessary.

The State Budget and Contro] Boardvmgets on the;first'Tuesday of
each month: It s necessary, therefore, ‘to ptan well in advance for
foreign travel in order tb have-all necessary approyal.

/ . . ¢

Research. v i

Faculty members are encouraged to participate in research endeavors. Appli-
cations for foundation or other support for research may be made by the fac=
ulty member with support of the chairman of the department, dean of the col-
lege or -school, the Vice President for Academic Affairs and Dean of the Fac-
uTty. The administration of Winthrop College.wishes tofoster, encourage and’
promote research and creative activity by members of the facuilty.

+

3.6.1 On-Campus Support:

©

Reseatch Council: “The Research Council views research in a broad sense
as creative work which may be undertaken by a faculty member in any .
school or department at Winthrop. Although the quantity of funds avail-
able is modest, .the Council welcomes requests for' financial support.
Faculty members:-who wish to submit requests to the Council may obtain
the necessary forms from the .chairman. : : '
Library: The Dacus Library makes available a small sum of money to be.
used to help faculty members defray research expenses. - Individuals are
eligible for amounts up to $50.00 each for a fiscal year, Only legiti-
mate research materials may be purchased, and these materials will be-
-come the property of Dacus Library and be processed. for addition to the
collection. Faculty members.who wish to submit requests for-funds .may
obtain the necessary forms from the head librarian.

- . 3
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" 3.6:2 Off-Campus Support.

3.6.3

3.6.4

376.5

GrantrProposa1s:

£y

When,pﬁeparing reéearch and grant app1ications, the following procedure

will be utilized:

1. Secure the approval of the Vice President for Academic A%fairs“and
Dean of the Faculty for all, proposals generated in the academic
area. This proposal may be secured by forwarding to him a draft

- ‘copy of the proposal. Four (4) working days should be atlowed for

this review.

2. After approval by the Vice President for Academic Affairs and Dean
- of the Faculty, the proposal should be put into final form and
sent to-the Office of Planning and Development. The final draft
of the proposal must be submitted at least four (4) working days
prior to the date upon which it should leave the campus.

3. The Office of Planning and Development will obtain approval of the
fiscal officers and also segure the signature of the President.
The proposal wiil “then be returned to the applicant or else mailed
to the indicated agency. Copies will be distributed to the appro-
‘priate offices, hence three copies of the proposal are necessary. -

Released Time from Instruction.

Faculty teaching twelve semester hours or its equivalent may request
released time from-teaching for research, special assignment, or other
non-instructional duty. It should be noted that the College's ability
to-grant such a request wil] depend upon the validity of the request;
the ability of the department or school to adjust*tq the loss of in-
struction; and the College. budget. : : '

Requests for released time should be made as early as possible in
order to permit the College to.make necessary adjustments in the teach-

’ving schedule. A1l requests must have the support of the department .

chairman and the academic dean

Leaves of Absence.

Upon recommendation of the department chairman, dean of the appropriate
school or college, the Vice President for.Academic Affairs, a full-time

- probationary or tenured faculty member may be granted a leave of absence .
~without pay. When a leave of absence is granted; the faculty member

should immediately check with the Personne] O0ffice with regard to con-
tinuation of faculty benefits. ' . ~

Y
A ’

_S,apb.@*ticﬁai Leave Program.

| Definition: "Sabbatical Leave: The term 'sabbatical leave' is frequent-
_ly.used, but not always with tne same definition. In most instances it

is difficult to distinguish a sabbatical Teave on one campus from a leave
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“With pay on another; therefore, both types of leaves shall be discussed
as one. - In either event, the purpose for such leave is generally recog-
nized as that of enabling a member of the faculty to undertake such re-

> search, writing, study, advanced degrée work, or other creative endeavor
as he would not be able to do 1n the course of his full-time university
responsibilities. This is, by and iarge, the advantage to the individ-
ual. - The advantage to. the institution is that of increasing the useful-
ness, the effectiveness, and the productivity.of 4dts faculty. In some
institutions, such leaves are viewed as deferred compensation, inasmuch
as some form of financial assistance is niven during the individual's
absence from his college or university duties."” (Handbook of College

-and University Administration, McGraw-Hild, 1970.)

Policy: Sabbatical leave may be granted by the "resident of the College
to a member of the -faculty who holds the rank of Associate Professor or
Professor as a recognition of excellent service and scholarty achieve-
ment. This leave is to be used for further professionil development
which may involve research, formal study, or-other pertinent activity
which might enhance the camipetence of the faculty member. The faculty
inember on this ileave may not undertake teaching or other gainful em-
ployment. ’ o v '

»
»

. . - L3
A sabbatical leave can be qranted the faculty member who has com-
pleted not less than six years of fu&?—time service with the College and
#ho has had at least six years of full-time service since any previous
sabbatical leave. The approval of a sabbatical leave--is dependent upon
budgetary conditions and staffing support of the College. '

~

The sabbatical leave is granted on the condition that the faculty .
mewiber agrees to return to-dinthrop College four active service when
the Teave is ended. At the conclusion of the leave, the faculty member
is obligated to render service ta the college for at least one contract
year or to refund the money ‘received in coripensation from the College
during the leave. o : . .

Sabbatical Teaves may be qgranted for the tull contract year at half
the stated salary or for one-half the contract year at full salary. The
Lollege reserves the right to make adjustments in the compensation award-
ed during leave. . :

Procedures: Thé candidate for sahhatical leave will make application to
the President in writing by way of the usual administrative channels.

- The application will be accompanied by a statement of purpose for which
the Teave is requested, toqéther with any pertinent information which
supports the application. : o C

The procedures of application will assure full disclosure of\¢he-
rights and prerequisites open to 1 faculty merher ‘entering upon a sab-
batical leave, : '

Guest Lecturers.

“Faculty wembey wishing Lo schedyle aff-canpas speakers to appear before

classes, student qeoups., or campus ardganizations must submit requests on

"
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space forms to their department chairman or dean. The department chairman
"~ will forward the request with appropriate recommendations to the dean of
the school or college. When a faculty member or department wishes to organ-
ize a meeting-or meetings which may be related to classroom performance,
but which is opened to the public, the Director of Public Service must be
involved in the planning and scheduling of the activity. ’

~ Class sessions cannot be opehed to the pub?ic since the College is re-
quired to charge all participants-in coltege courses. ‘

A special speaker's fund, provided by the Winthrop Alumni Association
is available for the purpose of bringing to campus lecturers.of special
competence. This fund is intended to strengther and stimulate the academic
program of the College by providing students and faculty an opportunity for
personal contact with productive and creative scholars. ‘

»
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.0 PERSONNEL POLICIES

4.1 Affirmative Action Flan. o« i : ;
. _ . a
It is the policy af Winthrop College to take affirmative action. to assure
. tetal equity in aii its anpioyment practices, and to eliminate the effects
\ of any past inequitios. Implicit to this policy is the practice of the
College to recruit, hire, train, and pronBte all personnel without dis- .
criminaticn as to race, color, creed, national origin, physical disability, i
Sesn Or dde, except where physical ability, sex, or age are bona fide oc- , .
cupational guatlifications. This policy applies to all employees, both - - .
classitied and unclassified, and to-all levels and phases of personnel ad-
Rinistration suck as recruitment or recruitment advertising, testing, hir-
Jings, training, promoticns, transfers, leave practices, rates of pay, se- L
lection for supervisory ‘positions, layotfs,.and institutionally sponsored 3
education or tuition assistance. Furthermore, a1l officials and employees - .
af - the Tollede, as well as eriployment agencies, labor organizations, and
advertising agercies with whom the College deals, are to be informed of o
this statement of policy as approved by the South Carolina Human Affairs »
Commission. ' e

S

A5 -3 1yys
4.2 Appointments.

200 Lontracts. : : : ,

.

Empleyment, .contracts are issued by the President of the College upon .
recomendation of the appropriate administrative official for all sal-
. aried employees. Contracts are normally issued after the governor has
- o signed the Appropriation Act. Nine-month contracts are for the period
: August 15 through May 15. and twelve-month contracts are for the fiscal o
year, July 1 through June-30. "Contracts are sent in dyplicate, the ori- L
ginal to be signed by thegemployee and returned to the Personnel Depart- i
merrt and the duplicate to be retained for the amployee's record.  Indi- - T
viduals employed for futerim periods are issued appropriate contracts, é

j

2.2 Academic Rank. . . . . .
Academic rank is predicated on academic preparation, personal qualifi-
cations, professional services, scholarship, teaching ability and con-

~

cern for advising and counseiing students.

- 4.2,2.1 nstructor. Each nominee for appointment in the rank of instructor.
e o - is expected to have earned the master's degree and to offer evidence

f : of competence in teaching, scholarship and professional service. In-
- . ctructors with only. the master's deqree are appointed for one year.

. : “ach appointments way be renewed for a-second year, and in exceptional

wases, fuaroa thivd jear. v
: . . A Y

L2 vaistant Professor. Fach nominee® for appointment to the rank of as-

siatant Trotessor i expected to have completed substantial graduate:
work beyond the master's deqree and to offer evidence of continuing

‘ qrowteoan teaching, sehelarship and professional service. ' :

TR 1.0, Assocdate Profestor. fach nominee for appointment to the rank of As- -

: oo sociate Profetsor is expected to hold an earred doctorate, to offer

.

E" Q . | : o : -.ESﬁ’
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2vidence of demonstrated ability in teaching, scholarship and pro-
fessional service, to -have had several years of successful experi-
ence in college teaching, and to have published original work in
professional journals in his field. In those areas in whichy the
earned do€torate and published research are unusual, comparable
academic prepdration and creative artistry appropriate to the field
may be substituted. L o )

Professor. Each nominee for appointment to thé rank of Professor is

expected to offer evidence, beyond that requisite for the other ranks, -
of maturity and superiority in teaching, scholarship gnd professional

service, ‘and to have achieved significant recognition in his field.
. : . - o .

g }gmeritg§_5tatus; In recognition of faithful service, Winthrop Co]]ege

§.2.5 Salaricn.

¢.3.1

shall confer the title of Emeritus on. those assistant professors, as--
sociate professors, and professors who at the time of their retire-
ment from the College were serving in that capacity and who have had

a mininum of ten years of service at Winthrop. The names of retired
faculty mémbers so designated shall appear in the College Bulletin.

.. under a separate heading..

This policy does not exclude administrative personnel holding
academic rank. However, the policy pertains only to academic rank;.

Cadministrative titles may bhe conferred at the pleasure of the Board.

Various privileges may be extended to the Emeriti faculty upon: re-

tirement, including the use of on-campus parking space, the use of

the library, the privilege of purchasing Artist Series tickets at
faculty rates, attendance at the Faculty Conference as a non-voting:
member, and ‘the use of College recreational facilities. To facili-
tate the above privileges each Emeritus faculty member shall be issued

~d permanent special identification card. . '

Adjunct Status. The position of Adjunct, Assistant Professer, Associate"
Professor, or Professor ‘shail be tendered to indiyiduals who have spe-
cial expertise and a wiilingness to serve Hinthrop College in some ca-
pacity on a regular basis. The appointment shall be® for a period of
one year upon the recommendation of the Department Chairman and Aca-
démic Dean and- the approval of the Vice President for Academic Affairs

and the Presiden;/gf Wirnthrop Cpi]egg;) Appointments may be renewed.

- Adjunct professors serve without remuneration and do not accrue
tire tBwards tenure. They will be issued an identification card
which will entitle them to (1) parking privileges on campus (free
parking stickers); (2) use of the library; (3) access to the Col-
fege's recreation facilities; (4) the right to purchase Artist Series
ticrets at faculty rates.. Names of Adjunct Professors shall be list-

-ed in the Coallege Dolletin.

Pay verind<. Faculty on nine-month contracts will be paid in either 20

or 26 instaliments as the faculty member prefers. The choice of a ten-

month (20 pay periods) or twelve-manth (26 pay-periods) plan must be
made at the time of signing the contract. Faculty on twelve-month
.- * ) - . . /
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" contracts, will be paid. in 26 installments. Biweekly salary checks
‘are available in the Payroll Office on the designat%d payroll dates.

Deductions. Sccial security, state retirement, hospitalization and in-

4.2.3.2.
come pretection insurance, and tax sheltered. annuities are handled on
@ payroli deduction basis along with state and federal withholding -
taxes. ATl new empluyees must report to the Personnel Department im-
mediately after arrival so that the necessary payroll .information may
be obtaired. Aay supsequent change in payroll deductions should be re-
ported to the Personnel Depariment.

. B . - L]

220500 Salary Increases. Sadaries are reviewad annually upon the recommen-
dation of *he department head and the dean of the College or School,
and the Vice President for Academic Affdirs and Dean of the Faculty
reviews individual cases and makes recommendations for appropriate
increases to the President. It is the policy of the College to pay,
within the means available, salaries which are comparable to those
paid by other institutions of higher educatjon in South Carolina.

4.2.3.4 Extra Gospersation. Uxtra Compensation ‘that is to be paid from a

cwirthrop Colleve accuunt, restricted or general, to Winthrop raculty
tos participation in suecial projects shall be added to the faculty
samber's mext <alary chock, ' " '
Requests for-such payment should be made to the Personnel Department
with copies to Payroll and to the person who is to receiwe the extra
S compensation, ' - ' C
Under this policy, the Accounting Office may not write checks for
honorarium, ete, to faculty members for such services. .

2.4 Promutions. )

Advancenents and prosotions at-Winthrop College are made on a merit ba-
sis.  The criteria used in recommending promotion are similar to the re-
quirements for academic appointment (see paragraph 4.2.2). When promotion
is being considered, the department chairman reviews the faculty member's
teaching performance and skill, interest in and concern for the advising
and counseling of students, professional improvement (completion of grad- '
date work), scholarly reiearch and writing, initiative, willingness to
assuie responsibility, capacity for future development, participation in
professional societies and contributions to the advancement of the sta-
ture 6f the C511ege. A '

dpor the vecommendation of the Departmedt Chairman and .the.Dean of”
the Talieqe ar School, the Yice President for Academic Affairs and Dean
of the Facuity raviews individual cases with 1 faculty advisory commitee
and recgismends to the President changes in Fhe- status of a faculty mem-.
bes No fixed policy governs time- in rank.

2.5, Swier Sessinn Loployment,

dintvecn College ofters g two-term summer session, each term lasting ap-
provicately Tive and one-half weeks. ' Departwent chairmen and deans of
the Colleqe or Schools, after consultation with the Director of the Sum-
mer School, usually plan tentative. summer schedules and teaching assign-
ments early in the fall semester. The salary for one summer session

50
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CExit Interview f_‘"'f. Faculty Leaving Employment.

+

(1nvolv1ng 57X semester hours of teaching or 1ts equ1va1ent) is 15% of
the preceding académic year salary. Faculty members“whose contracts are

not renewed by Winthrop College, including retired faculty, are not-eli-

gible to teach during the summer session following their last academic

year of employment at dﬂnthrqp, Lxcept when necessitated by extraordi-’
nary. c1rcuwstunges. ,

when a -faculty member resigns or is terminated, the department chairman
and/or- academic dean w111 condut;t an exit interview during which the
faculty mewher returns the desk, office, and academic building keys. If

equipnient has been ass igned to the faculty member, this will also be ac-

counted for. - X o

- The faculty member is to. vacate any assigned offices or rooms upon
the condlusion of tne appointment (December 30; May 15). If summer
sohuol employment is involved, the. office may be retained until the end
of the sumier schoo! appointment. . 1 ' '

-fga part of the nx1t interview program each faculty member is re-
Juired to have completed a chu1ty Clearafice Record (PNSL-100674). The
coipleted Faculty Clearance Record must be on file with the Personnel”
Department prior to the, issuance of the final payroll check. The fac-

ulty mewmber will also turn nis or her 1dent1f1Cat1on card in to the Per- .

sonnel Depart 1enf

Employnient of Relativesf .
unpnaPtW01s\ at Winthrop fo]]eqp shall be made on the basis of quali-
Tications regardiess of race, creed, sex, or national origin. However,
ne person shall initiate or part1c1pate in institutional decisions in-
;n\/1nj a4 .I!GCt_benQ*lt \appo1ntment retention, promotion, salary,
ieave of gbcence, etc.) to another person related or connected by con-
sanquinty or affinity within the. third degree. - (1st.:degree: spouse, -
siblings, parents, children; 2nd. degree: grandparents, grandchildren;
ird. dearee: nieces, nephews, unc]es, aunts).

»
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- Academic Freedom and Tenure. C
- (Adopted by the Winthrop Board of Trustees, May 3 1975)

-

| . 4.3.1 Bas1c - Definitions. - . ' '

bt e b st bk oS

L A

Aeadem1c tenure refers to the conditions .and guarantees which apply -

to a faculty member's professional employment. Tenure < granted to
maintain and promote academic freedom and faculty quality. -As a vi-

ible manifestation of the institution’'s commitment to the facu]ty

member, tenure offers assurance of career continuity which is ofte:
essential to a reciprocal faculty commitment to lTong-term programs - . ‘
of study and research by which the frontiers of know]edge are ex- S
panded. : ' 3

[

)

S |

E i 4.3.1.1 Academic Tenure. ’ o ' .
i

it

f Academic tenure exists at Winthrop Céllege by virtue of the action
| A ' of the-Board of Trustees. Faculty members are granted tenure whin e
E_ « tffey have met the qua11f1cat1ons as prescr1bed by the -Board of o

f ' Trustees. : ' L é
|

i

|

. _ The arrangement of tenuxe prOV1des that faculty appointments are
continued until retirement for age or physical disability, re-
signation, dismissal for adequate cause or termination on account
of financial exigency or change of 1nst1tut1onaﬂ program.

- R 4.3.1.2 Service_ Status.- "f . . ¥

; . : . .

3 o _ » Appo1ntments will be designated as regular service status or re—
- » str1cted service status

' , o .

Regu1ar Serv1ce Status Regu]ar service status denotes ser- -

service to the College for 1imited periods of time during which
the faculty member provides only those specific services de-
fined in the contract. Individuals having appo1ntments w1th
X . restricted service are not eligible for tenure .
4.3.1.2-3 Transfers in Regu]ar Service Status: Faculty members. who
achieve tenure, but who are employed on less than a full- ,
. time basi’s when tenure is granted, are not automat1ca11y eli-.
gible for full-time employment. thereafter. Faculty members
who ‘achieve tenure, and who are employed on a full-time basis
when fenure is granted, will continue on a full-time basis.
Shifts of tenured\persons from full-time to less than full-
time employment, or vice versa, will only be made upon spe-
cific agreement between the facu]ty member and the admini--
:stratlon A

4.3.1.2-1 ,
f vice to the College for those individuals 6n a half-time or -
% more appointment who are probationary or tenured faculty. The ?
_ - reqular’ service contract will specify the extent of profess- %
: ional serV1ce requ1red of each faculty member. §

: . .

4.3.1.2-2 Restr1cted Service Status Restricted service status denotes ?

g

i

4.5.1.3 ‘Appuintments.
/

4.3.1.3-1 |enporary Appo1ntment A temporary appo1ntment is a restricted .
" service app01ntment which i%s granted .or a specifically 11m1tedi




term clearly stated in the employment contract. A temporary -
contract does not 1imply any obligation for renewal. The term

. "temporary" denotes a Timitation with regard to the employ-
ment period only and does not imply limitation with regard.
to faculty privileges and responsibilities unless so desig-
nated in the empioyment contract and/or the College By-laws.
Individuals may be granted a temporary appointment at any
academic rank. Time spent in temporary appointments may, at
the option of the administratien, be counted toward the per-
iod leading to tenure if the individual is later granted a

* probationary appointment. L : -

4,§,}_3_2' Probationary Appointment: A probationary appointment is a reg-

' ular service appointment and is granted for a specifically lim-
Jited term, usually one academic year, subject to renewal. Credit
toward :tenure is given only for a full academic year-of proba-
tionary service.” To receive credit f& a full academic year of
probationary service, an appointment must begin before December
1. The term "probationary" denotes a regular faculty appoint-
ment with all the privijleges and responsibilities that consti-
tute either full-time or part-time service. " Individuals may be
granted prokationary-appointments only at- ranks of Assistant .
Professor, Associate Professor,. or.Professor: The time in pro-
“bationary appointments is counted toward -tenure. '

4.3,1.3-3 Tenuréd Appointment: A tenured-appointment "is a reqular service
appointment which is continuous. Service shall be terminated
only by retirement for age or physical disability, resignation,
dismissal for.adequate cause, or terminaticn. on account -of fi-

" nancial exigency or change of institutional program. Termina-
tion for adequate cause must be carried out in accord with the

- due process of Paragraph 4.3.2.3. Tenured appointments will be
granted only at the ranks of Assigtant Professor, Associate
Professor, or Professor. (For definitions of academic rank con-
sult the Winthrop College Manual for Facu]ty.Tembers.)

4.3.2 Policy Statements

1

~4.3.2.1 Conditions and Procedures for Granting Tenure

£

.3.2.1-1 “The awarding of tenufé-to a probationary faculty member will be
based’primari]y upon: . _ , : ) .

Teaching effectiveness at Winthrop ' L
scholdrly attainment and professional recognition

T - There are several other kinds of useful activittes in which a
faculty member may engage,. any or all -of which will advance
‘his candidacy for tenure. -These are: - '
~a. Contributions to faculty governance:. _ ,
». Participation in.academic policy making. : :
- c. Lontributions to the general intellectual climate of the
institution. - : o | >
. Advisement and guidance of students. ; '
Participation in faculty activities other than those listed.
above which are related to functions of the college.

—

+
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‘Participation.in activities which contribute to faculty
and/or student morale. ' . :
Stimulation and guidance of appropriate student programs
and activities. ~ L '
Public Service which utilizes the professional expertise .-
of the faculty member. = ' ' o
However, teaching and scholarship are the'major functions of
colleges and universities; and above all, it is in these two
“aread that faculty members must expect to excel. Activities
that .fall within these eight additional categories cannot sub-
stitute for this teaching effectiveness and*scholarly attain-
ment. ’ - o : .

=y

Tenure is granted by the President of the College as agent of
the Board of Trustees. .Tenure normally will not be granted
until the end of the seventh year of service at Winthrop Col-
lege or its equivalent, as provided for ‘in Paragraphs 4.3.2.1-2
‘and 4.3.2.1-3.7. , " : :
) At the time-a probationary appointment'is‘made, the written
contract shall state-the number of years of prior service
which will be credited toward ‘the seven years of probationary
service. Credit may be given for: : s
a. Prior service as a temporary faculty member at Winthrop
College if the appointment is changed .from restricted to -
. regular service. Credit will be given in accordance with
, Paragraph 4.3.2.1-3. ' .
Prior full-time academic service at another tnstitution of
higher learning with the rank of Assistant Professor or '
above.- : C :

Prior professional service, other than teaching at another
institution of higher learning, when such service is re-
¥1ated to -the faculty member's appointmént at Winthrop.

Credit for prior sérvice_sha]] not exceed the following Timits:

a. For a probationary faculty member appointed.at the rank of
Assistant Prgfessor, credit for prior service shall not exceed -
one year. : ‘ c ’ :

~b. For a probationary faculty member appointed at ‘the -rank of
Associate Professor, -credit for prior service shall.not exceed
" two years. _ : "

¢. For a probationary faculty member appointed at the rank of
Professor, credit for prior service shall not exceed three years.

In determining the amount of prior service vhich may be credited
to a faculty member, no crédit shall be given for summer school
teaching at Winthrop or elsewhere. :

Hhile on probafionary appointment, a faculty mémbéf”may be grant-

ed leaves of absence. The time spent in such leaves of absence, .
however, may hot be-credited as years of the probationary period. = "

© 65
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.3.2.1-6 The designation of a faculty appointment as probationary does
- not imply that the appointment wiil automatically lead to ten-.
- ure. Each yedr during the probarionary period the faculty mem-
ber’s performance snall be Carefully assessed and the dean or
chairman®shall 'discuss the evaluation with the individual fac-

arty menthoy

Ndrma]ly'during the sixth year of probation, including credit
given for prior service, a committee of no less than five,
of whom a majority will be tenured within the faculty member's
department or school. will be appointed and convened at the
request of the department chairman or dean to determine whether
. to recommend. the faculty member for tenure. The membership of
this committee shall be announced. - The committee's recommen- *
dation, either positive or negative, shall be forwarded to the
department chairman, the dean, and the Vice President ‘for
Académic Affairs. Each administrator shall recommend either
for or against tenure for the faculty member.

Upon receipt of the recommendations, the President shall, before-
ecting on the recommendation, convene the Faculty.Personnel Com-
mittee (a stapding committee defined in the bylaws of the fac-
ulty conference) to advise him on the granting of tenure. -

The President, acting ds agent of the Board of Trustees, shall
then determine whether to grant tehure to the faculty member in
question. If tenure is to be granted, the faculty member will
‘be notified in writing by May 15 of the faculty member's sixth
- probationarysyear. The names of those .facuTty members receiving
"=, notification of tenure shall be published immediately.

A faculty member whose appoiﬁtment is ndt to be renewed sha%]
be given written notice by certified mail not later than the
following dates: ' : o '

In the first academic year at Winthrop, March 1.

b. In the second academic .year at Winthrop, December 15.

¢. In subsequent-academic years at Winthrop, at least twelve
months before the expiration of the appointment. . .

2.1-11 A faculty member who is dénied tenire shall bé terminated. from
. the College in accordance with the schedule of Paragraph 4.321-10.

.2 rounds for Dismissal

A faculty member who has tenure or whose appointment has not ex-
pired may be dismissed only for adequate cause and after proceed-
-ings that guarantee the fécu]ty'member's‘right to due process. In
dismissal proceedings, and when used in this document, "adequate
cause” shdall be-restricted to violations of the General Conduct
Policy and to demonstrated incompetence or dishonesty in teaching
or research, substantial and manifest neglect of duty, moral: turpi-

- tude, or phvsical or mental incapicity, which substentially mpairs
*he individual's. fulfillment of his institutional responsihilities.
ihe prima -facie burden of proof rests upon’ the institution.

i Policy for Termination of Contract’

TJermination fer cause of a-continuous appeirtiment or the dismissal -

- : (;4;




for cause of a teacher tresious o the expiration of a term
appointment should, if possible, he considered by both a fac-
wlty committee and the governing board of the-instituticn.
In all cases where the factdy are in dispute, the accused
teacher should be,informed before the hearing in writing of
the charges against him and should have the opportunity to
. be heard in 'his own defense by all bodies that pass judg-
- ment updn his case. He should be permitted to have with him -
an adviser of his own choosing who may act as counsel. THere
should be a full stenographic record of the hearing available
to the parties concerned. In the hearing of charges of in- =
. Competence the testimony should include that of teachers and , :
Other seholars, eithber fﬁpm his own or from other institutions. j

B R i I

.
oui®

Teachers on continuous appointment who are dismissad for ade-
quate causz.shall receive no salary after notice of final de-
cision of the President under Paragraph 4.3.2.4-4. ‘

a .

T ——_—_—

P : . ’ termination of a continuous appointment because of financial
i exigency or change of -institutional program shall be demon-
strably bona fide. '

; , 4.3.2.4 Procedures for Termination of Contract ’
: _ “'”"”"”"f”*'”':;’“':'f“’“*”"““"""""”T’"““ v : ///
4.3.2.4-1 When reaspri arises to.question the fitness of a faculty member
‘ who has tenure or whose term appointment has not expired, . :
the appropriate administrative officer will ordinarily dis-
cuss the matter with him privately. At this point the mat-
- ter may be adjusted by mutual consent. However, if agree-
ment is not achieved, the-case shall be presented by the
~administration to the Committee on Academic Freedom ‘and
Tenure (a standing committee defined in the bylaws of the
faculty conference) for further action. (1t is to be under-
3 - stood that the proceedings may be terminated at any subse-
; quent stage if an agreement is reached between the faculty
o ‘ member and -the. administration. However, once the matter
: has been brought before the Committee on Academic Freedom and
L o - Tenure, both parties should submit written statements to the
i ' ' - comnittee to the effect thHat a solution has been reached.)

L - 4,7.7.2-2 The Committee on Academic Freedom and Venure, immediately
i - : upon. reviewing the case, shall request’ the Committee on j
& - . Faculty Personnel to inauire informally into the situation i
' : ‘ and attenpi to effect an adjustment. If an adjustment can-
y not be effected, the Committee on Faculty Personnel shall f
v then reach a determination of agreement or disagreement with
| fhe position of the administration in the case.- If the Com-~
; , “rittee on.Faculty Personnel and the administration agree that
; , 7 . the case for.qdismissal- should proceed, they shall jointly or ~=7
T separately pig}are_n written statement to contain in reason-
; o S : able particulyrity the drounds for which dismissal is to be
= S reconmended. L thé Committee on Faculty Personnel is not g
\ : in agreement with the administration that the case far dis- e i
missal shall pryceed, then the President of the College shall. ]
formuTate a written statement. In either event the sthytement
-2hall be presented to both the Academic Freedom and Tenyre - S




Committee and the faculty member whose dismissal is under
consideration. A : : ' -

. 5.7.4-3 Within a period of not more than four weeks from the re-
ceipt of the written statement by the faculty member in-
volved, formal proceedings shall be held before the Aca-
demic Fregdom and Tenure Committee under the procedures
described in the 1940 Statement of Principles and Inter-
pretative; Comments: Acacemic freedom and Tenure, :

Hpon conclusion of the proceedings, the Academic Freedom ,

and Tenure Committee shall submit its finding to the Pres-

dent and to the said faculty member. The President shall

then reevaluate the case in 1ight cf the committee's finding

and make his.final decision. If the President decides for

dismissal, the said faculty member may appeal his decision

to the Board of Trustees within thirty days -of the notice

of the President. :

. N E

Until the final decision upon termination of an appointment

has been reached, the faculty member shall be suspended only .

if the welfare of the institution or the individual is threat-
" ened- by his continuance, ‘Suspension shall be with pay. If.
" the appointment is terminated, compensation ceases as of the

date of the final decision of the President under Paragraph

4.3.2.4-4,

A probationary faculty member who does not receive reappoint-
mient or tenure may obtain a review of his case if he believes
that the decision resulted.from improper procedures. The fac-
ylty member shall address an appeal,_in writing, "to the Aca-
demic Freedom and Tenure Commitiee, which shall then conduct
an ipquiry. Upon completion of the inquiry, the committee
shall pursue a course of action as outlined in Paragraph
«.3.2.4-4. In a case of this nature, the prima facie burden
of proof lies with the faculty member. '
/0t an appointment with zontinuous tenure is terminated be-

- cause of financial exigency or change of institutional pro-
graci; the released facylty member’s place shall not be fill-
ed by a veplacement within a period of two years, unless the
released faculty member has been offered reappointment and
nas declined, ' ' :

Administrafive Appointments

Administrators do not possess tenure in their administrative ap-
pointments however, a faculty member who has been awarded tenure
and accepts an administrative appointment with the College may

retain tenure in.his discipline. C

.

In their capacity as faculty members, administrators who hold
acadenic rank are subject to the academic freedom regulations
defined in the 1940 Statement of Principles and Interpretative:

Academic Freedom and Tenure, as quoted below in Paragraph 4.3.2.6.




#.3.2.6 Academic_ Freedon

A1l membors of the faculty are entitled to academic freedom
.as set forth below, from the Faculty Manual and in the 1940
§;9§§g@gjhofiRgiggjpj§§_ggg;}pﬁerpretative Cofments: Academic

Freedom and Tenure:

1. The teacher is entitled to full freedom in
research and in the publications of the results,
subject to the adequate performance of. his other
academic dutiés; but the research for pecuniary. re-
“turn should be based upon an understanding with the
authorities of the institution.

2. The teacher is entitled to freedom in the
classroom An discussing his subject, but he should
be careful not to introduce into his teaching con-
troversial matter which has no refation to his sub-
Ject. Limitations of academic freedom because of
religious or other aims of the institution should
be clearly stated in writing at the time of the
anpointment. '

_ 3. The college or university teacher is a citi-
zen, a member of a profession and an officer of an
educational institution. WHen he speaks or wrjtes’
as a ¢itizen, he should be free from ‘institutional
censorship or discipline; but his special position
in the community imposes special obliggtions. As
a ran of Jearning and an educational officer, he
_should remember that the public may judge his pro-
Fession and his institution by his utterances. Hence,
he should at all times be accurate, should exercise
appropriate restraint, should show respect for the
opinions of others and should make every effort to
indicate that he is not an institutional spokesman.

<

R ,f'_ . App} i A(.\,V_a;,) 1 ] j 't!y ‘ ) 2

Faculty members who have begun their probationary service prior
£h the adoption of these regulations shall be expected to serve
only A maxicim of 5ix years probationary service (subject to re-
digtion by any prior service credited at the time.of the origi-
ndl contract} but in other ways they shall be subject to the prin-
ciples comtained in these requlatiens. For all other non-tenured

Sfaculty and for all terured faculty, immediate application, which

invokes o penalty, may be made of any new principles contained

In thin statement. To élarify the status of all faculty members,

dpon the adoption of these requlations, each faculty member shall
raceive notification of his or her present tenure status.

e

: . 6}‘"

£




-

ERIC

Aruitoxt provided by Eic:

“

N P ¥ s -
¥ o L RO R4 i B
,,,,,, a
- *

on académic appeintment, including "those with
its, are entitled to twenty (20) working days

ARSI R S

pata vaciniom o vteal oyeav,  These vacation ddys are in addition
tu ST S T v during wnicn the College is closed to all

Faoation sy nc~‘“k€h atrany e of the year provided the aca--
vt othne Solleie 15 unaffected and advance approval is ob-
cartl, s onew employees may not use vacation days until the
w . Tirsr yedar of service. Vacation days earned in one
Le e not later than the next following December 37,
ten {10} days may be carried forward (all other
I he canceled}. DF-2 (Revised 4/74) form must
fan Loave., .

”nﬁ'_"ir 17 K T ! Ve
: ‘ [REN imthron Uollegs tn continye, within specified time
Lot e ) iy orany faculty memter who s required to be ab-
T T ot ophysical incapacitation. The 1imit for.sal-
ntingat i o medical leave shall not exceed fifteen working
inoeny fzz‘Ai YEIr, escept when the faculty member has accumulated

irtsed red oal deave . Such unused leave iy accumulate at the rate of
“i?fpeu woreing Glay, sach year of L service, provided that no atcumula-
SPallobe dnoesess of pinety days.  This salary continuation plan
splies only duving periods of scheduled eniployment covered by the em-
h,vw'} Cntract o Tar Facalty mesbers under a nine-month's contract,
'»:1411 Caves rsment dyring the surmer session will be made on]y when
Lot Teiioe i rwswe:;f)fud after tne first day of pmp]oyment dur1ng the

‘ Ll i e for npix(" teave, the faculty membdr must
Yot vy Yo A tine 1]]rv»i necensitates absence from work.

Ty L i, e B e

-~

Py SEREE RPN SO n,ith ‘as differentiated from child care)
Wl b i nted o e e nasis ?k laave granted for any other physi-

PDoTreanan 00 vewoyer . the facylty ember s seeking childbirth leave is
ET ot o om a rey ovagnancy o Cquerﬂd to inform her immediate
aoee e st otne s pdod Fae Taave. She g expected’ furthermore,
ST VR PR R ST O e i(f'; advice in de‘uwn1n1ng the, time span for
Cs e rant, for evild care purposes, additional

Poae wion a0 e ek "wnxr/ or tenured faculty members, men or
it e e et o acadenic vear of service to the College.
Snta e e e by owit i be treanted for no less than one semester
volatoh s e e an addegbional serester. In granting such
el s e e e g e e Ty Lhe obligation 'to reinstate the
Tarta e b e e rneitien, At fhe same rate of pay, and in the
T BTaTee e g benare g Phat held ot the beginning of the
P Do Tt Shaiand ) VA 4o ngst be used to report medical
nA o oy
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4.5 Health and Medical SQQ%LQQ. - :
Crawford Healte=enter is a well eqéipped‘c1jnic‘for students with facili-
ties for in-patients staffed by one full-time physician, -two part-time
"% '~ physicians, eight registered nurses and a licensed medical technologist.
. The staff treats illnesses and accidents of the students, and performs phy-
“sical examinations for -resident stydents who participate in athletic acti- -
vitigs and specific projects, The Health and Medical Service also engages
in.certain greventive health activities and works'c]ose]y-with the Counsel-
ing Center in the areg of wmental health, ’

v The Health and MedYcal Service will provide only emergency treatment
for- faculty. The faculty s included in immunization measures as part of
campus-~wide health.control when the need arises. In such cases, the fac--

-ulty member pays tor wedication but not for its administration.

4.6, Insurance Benefits, |
¥ ) @

£ .
4.6.1 Medical-and {imited Life.

The State of South Carolina has made available a complete group medjcal-
insurance plan to its eligible employees and their dependents. plus T1imi-
ted Tife and long-term disability benefits for empioyees. « These jpsur-
ance plans took effecyTuly 1, 1972 The carrigr for the medical insur-
ance is Blue Cross-BISe Shield of South Canolina, and the carrier for =
the life and lonqg-term disability insurance is the Liberty Life Insur-
ance Company. . ; ! )

o

. \

The Medical Insurance Program for State Employees was designed to
brovide the fullest possible protection for staff and dependents at the
Towest possible cost.. The State-provides the standard medical coverage,
‘1ife; and long-term disabi]ity‘at no cost for full-time employees. De-
pendents coverages for medical and dependent life insurance, plus addi-
tional cost for the Cxpanded Medical Plan are at the option and co$t of
‘the employee. This insurance coverage is available to faculty ‘with ap-

pointments of at least three-quarter-time and for at least five months'
duration. : : o o :

4.6.2 Other Insurance. : ~ ' / L °

@

e . Other ithrAnce plans are available to faculty. members at reasonable
' { cost, but the State of South Carolina does not contribute to any of

them. Auong them are 1ife insyrance, income protection insurance,
and accident insuran-a, ‘ ’

A
¢

4.6.3 workeen's Compensatior. : - - / -

dorkmen's Compensation benefits are provided for injuries occurring _

while perforning official duties. Accidents should be reported prompt-

1y 'to the Pﬁraonne}'Department. An employee traveling on official Col-

ék‘\ tege business should file a travel request, even if no travel funds are
" - ruquested, in order to be covered by these benefits. g

N ) . - . . L \ ! . '
i [f assistance is required regarding any insurance program, please
. ‘ contact the Personnel Department. ‘ ‘ .

69




4.7

4.7,

473

4.6.4 Unemployment Gompensation. =~ -

Retirement and Savings Progranms. '

1

™

- turn, the employee contribution and interest may be withdrawn.

state employment and leave the contributions as paid-up annuity-and

A1l reguiar College employees,are required to participate in the State.

S 1 N ) : B s

Effective January, 1972, all institutions’ of higher education came
under the South Carolina Employment Security Law. Faculty should
contact the Personnel Department for information. :

Credit Union. -

A1l permanent College employees may join the Winthrop Credit Union
which is owned and operated by the members. ‘It is a convenient, safe
and economical way to save and borrow money. Savings and loans are
life insured.  Dividends on savings accounts are based on net earnings

during the previous calendar year. "For further detail<® coritact the
Credit Union. _ ' '

Tax_Sheltered: ..l\.zmu.i ty.

Annuity contributions by certain religious, educational, charitable
or other inStitutions described in Section 50] (c) (3) of the Internal
Revenue Code are not. taxable as current ihcome to an employee BVning
the annuity. Winthrop College as such an institution offers an op-
tional annuity program in which faculty members may participate. . New
faculty members may arrange for a tﬁénsﬁ%y,of their annuity policies.

As the program is constituted, the College will purchase for any
faculty member an annuity to the extent permitted by the Code. -The
faculty member must "agree to a salary-reduction equal to the amount'of
the annuity premium. The number of companies from which 'the College
will purchase annuities is limited. -The plan offers substantial tax.
savings-to some individuals. o . : T :

More  information on the tax sheltered annuity program is available
in the Personnel Department. 3 : ’ ‘

Retirement Program

Retirement System except those-who begin employment after age-60. The
current rate of contributions by the employee.is 4% on the -first $4,800
of gross salary and 67 on all salary over $4,800 each calendar year. .
The State of South Carolina matches the employee's Contribution'pﬂus ac-
crued interest at retirement to provide the base for retirement benefits.

Some feature. of the system are: ' . .

If the employee Teaves state employment and does not gexpect to re-

1 .

After five years of covered employment the employee becomes eligible”
for regular monthly disability benefits. -~ . * ' %

After fifteen years of covered employment the employee may leave

. 3

yiu;f - 71{} - - R : .
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begin receiving monthly benefits at any time after 60. Faculty mem-
-bers are required to retire at age 65. Those faculty members who at-
tain the age of 65 after the beginning of the academic year (normally
‘August 15)_may'éomp1ete that academic year.” Summer sessions are spe-'.
-cial sessions and dre not part of the academic year. Retired faculty
may not be hired to teach during summer sessions except when necessi-
tated by extraordinary circumstances. - I .

With the approval of .the Board of Trustees, a faculty member at-

~ tatning the age of 65 may be invited by the College to accept am arnual

- appointment whieh is subject to renewal until the faculty member eaches -
“age 72. Effective July 1, 1975, there is no penalty for early retire-
‘ment for anv employee who has completed a total of 30 years of service.
Retirement benefits will be based on the’aVerage'gnnua1 salary on

the three highest consecutive salaried fiscal years, age at retirement -

~and number of years of service.

The new emplovee may establish in the South Carolina Retirement
System service perfaormed in other states. o ’
: . S N

Pre-Retirement Death Benefits: The State of .South Carolina
through its retirement system provides pre-retirement death benefits
‘equal to the amount of year's salary payable to -the named beneficiary
of each full-time enployee. This benefit is provided at no cost to em-
ployee. . S B

Relationship of State Retirement Contributions to F.I.C.A. Taxes.

In past years, these two'programs havé been closely related, but
effective January 1, 1966, the Social Security "breakpoint" changed.
To the South Carolina Retirement Systefl, each member continues to con-

tribute 47 of the. first $4,800 earned in each calendar year, and 6% of .

any earnings in excess of $4,800. To Social Security (under the current

Federal Insurance Contributions Act) .each covered employee pays 5.85% -
(through- 1925)of‘the first $14,100.00 earned in each calendar year to
. support Medi-Care and, 01d Age .and Disability Programs. i

Minimum Retirement Allowance.

There is no “minimum" allowance under .State Retirement as there is
no minimum=period of service required to qualify for an allowance upon -
retiremént. ~ , : : :
Any active member who applies for retirement after_age 60 will be
paid an anhual allewance for each year of creditable.sefvice, as follows:

1.25% of his final average salary up to $4,800 plus 1.65% of any amount .
~in his final average-salary which exceeds $4,800. Example: An employee
with 30 years average salary of $6,000, would qualify fTor $199.50 per -
month for 1ife {plus Social Security, or Federal Retirement). .

~
-




4.8

. *+4.7.4 Social Security. - -

: f N - .. M 4
. South Carolina State Employees' Association. ,
4.9

standards may take.up to three semester hours of course work each semester,

on or before time of registration. ‘

‘remunerative employment without the specific authority of the Vice-Presi- .,

LV

©Method ‘of Computation. . = . ¢ _ o
| ' ‘ Retirement Base -

AVerage'salary for best thrgenyears $6,000
A : o '

Less amount computgd at 1.25ﬁ 4;@00 J $.- 60.00
" Remainder computed at ]:65i 1,200 | Aﬂgigi
.é.COMbutedAfetireméntwbqgg o :-  - . - ; ' %Q;SQ l;
| 3?Mg1tfp1y by years of service . | - lm~h§_‘
Anﬁua] retifementﬂéTJowangé o -;‘ "$2;394f00 -
. Monthly stipend (1/12 x annual amount) § 199.50° e

A1l College éMﬁ]oyeés are covered under the Federal Social Security.
Law.  The contribution by the employee is in accordance with” the rates
established by Federal Law. . ' :

The Sod%h Carolina Stdté'Employees’ Association is a corboration organ-
ized and sponsored by State employees to. promote their welfare. Any em- .
ployee may jnin by paying dues based 6%‘anhua&»sa1ary; AppTications may

be obtained in .the Personnel Department. . , _ v

Courses.

A full-time member of the faculty.or staff meeting the College admissions

including sommerssessions,™@t no cost (private music lessons, individually .
directed courses, and. certain specialized courses are excluded).

The"employee must arrange to take the courses at, times that do,nb%
disrupt the normal service to the Coliege, therefore, courses “should be:
“aken that are scheduled during ‘the employee's off-duty hours. j? -

Office.

An official request form may be secured from the ﬁ%gistkar“s
After securing the necessary approval it is to be presented to the ~cashier

Qutside.and Dual Employment.

’

Persons employed full-time by Winthrop College must not engage in outside.

dent for Academic Affairs. This is not to be construed .as preventing one

from offering -some. 1imited consulting or-involving himself in sdme other

temporary undertaking which will not interfere with his College responsi-
bilities. College equipment and facilities are not to be used”in further- -
ing of outside work for pay. Compensation for-performance of extra duties |
may not exceed 157 of the employee's base pay for the period diuring which L
the extra duties are performed. A faculty member will not receive addi- g
tional compensation when sponsored research is part of his full-time work.

I




. ®
3 . .

_ Dual employment is any employment and compensation'ﬁn addition to a
faculty member's salary.for part-time, temporary, henorarial or consultin
services made by either Winthrop College or another state agency. ,Dual em-

e ployment for a full-time Winthrop College .faculty member»is administered ,
77 and controlled by ‘the State Budget and Control Board through the State Per-

sonnej'Division.

Any propesed agreements- for dual employment or modifications in ex-

isting agreements.for dual employment should be formulated on a conditional
~basis, subject to approval by the acagdemic dean, by the Vice Precident -
-Academic Affairs,and by the State Pefsonnel Division at least ten {10) wori-
- 1ing days before the effective date. ' ' ' .

_ The State Personnel.Division will attempt to notify the requestor of
dpproval or disapproval within ten (10) working days of the receipt of the
agreement . - - . .

\ —

.

. ~ Addftional information and request forms for approvd] of dual employ-
- ment may. be obtained from 4he Personnel Department. ‘

:

Full Tt Provided by ERIC.




55.‘INSTITUTIONALtSERVICES FOR FACULTY, STAFF, 'AND STUDENTS

| 5.1 Buildings ‘and Grounds.

5.1.17 .Space Reéervation.

'5.1.2 _Maintainance Services.

Security and Safety.

.3.1 -Building Security Measures.

3.2 Keys.
.3.3 Traff1c, Park1ng, and the Reg1strat1on of Motor Vehicles.

.3.4: Ident1f1cat1on Cards.

.1.3.5 Po11ce Ass1stance.
5.2 'Purchasing.>

5.2.1 Policy and General Information.

5.2.2. Réquisitionigg Procedure.

5.2.3 Direct Expenditrue Voucher.

5.2.4 Sales and Solicitations.

5.2.5‘ Winthrop Co]]egeIStore.

.3 Reéreationa], Cultural, Athletic, and Social Activities, and Faci]ities.

B LT

5.3.1 College Golf Course.

. 5.3.2 Swimming Paol.

.3.3 Fishing. | |
.5.3.4 Tennis Courts and Basketball Courts”"

' ;3.5 Artist Series and Cultural Events.

.3:6 Faculty/Staff Lounge.

.3.7 Wintfirop Club.

Servfces for Students.

401 Counse11ng Center

4.2 Scholarsh1p and Fvnanc1a1 Aid for Students

4.3 Guidance, Testing and PTacement

5.4.4 Student Ass1stants
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5.5 Communications -§ervices.

 Pub]icity Procedures.

Mail. .

.3 Telephone and:Telegraph.

.4 Communications Media.

.5.4.1 The Green Sheet.

.5.4.2 The Johnsonian’

:5.4.3 FYI (For Your Information).
.5.4.4 Radio Station WCRO. -

5.5)5 Publications Policy!
: 5,

5.5.6 Office Services

5.6 Prizes and Awérds;x_

5.7 Miscellaneous Services.

'5.7.1 MacFeat Nursery School.

5.7.2 Banking Facilities.

5.7.3 MemoriéT Fund.

5.7.4 Notary Servites.‘

i
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- 5.1

5. INSTITUTIONAL SERVICES FOR FACULTY, STAFE, AND STUDENTS
'ﬂS;l.

Bu11d1ngs and'ﬁrounds

a

Sgace Reservat1on

Requests for the use of any bu11d1ngs should- be made to the office
which is responsdible for that .space.. For the- ~purpese of space ass1gn—
ments, the following areas of respons1b111ty are maintained:

Res1dence Halls I Dean of»Students

Dinkins Student Center -Assistant Dean of Students/D1rector'
The Shack R S of D1nk1ns Student Center

A1l classroom during the . %ReglstratTon Off1ce :
acddemic terms.* - :

Specia} use space—-]abora~ | Academic Schbo]s/Departments
tories, playing fields, etc. o

AN facilities currently ©  Physical Plant
utilized soley by the Physi- . :
‘cal Plant Department.

To reserve all other. cémpus space, a Space Request Form s1gned by an
appropriate dean or supervisor must be filed with the Director of Public
Serv1ce who a]]ocates space on a f1rst come,: . first- served basis.

»

- : L

' Such space 1nc1udes

Byrnes Aud1tor1um _ . . _— -~
Johnson Building (in cOnjunctfon with Registration Office)
Joynes - Center :
-Rec1ta1 Hall {in conJunct1on with the Dean of the Schoo] of Mus1c,-
. who -retains priority) _
‘D1n1ng Rooms - for hours when these fac111t1es are not in use by stu-
dents ) : .

" The oFf1c1a1 calendar is ma1nta1ned by the Off1ce of Public Serv1ce .
Joynes Center, and, activities schedules 11sted on the Green Sheet are com-
piled from. this ca]endar - : -

{Note: The. organ1zat10n that uses space is required to-pay for
" special services rendered by the Phys1ca1 P]ant Securwty, :
etc.) - -
*At times when a specific c]assroom is not in use by "students or -
facu]ty, it may be ass1gned by the D1rector of Public. Serv1ce :

5 1 2 Md1ntenance Serv1ces

a

'Norma1 maintenance services are requested by us1ng the form deswgnated A 1
Individuals requesting normal maintenance services.fill out the A-1 form

indicating the service required and where. If time of performan;;e/ir

.important, it should be stated. The A=T should be ‘sent through cgmpus ma11

3
.

to the Office of the D1rector of the Phys1ca1 Plant. .,

,'f7i3
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- Unusual pYojeéts should be described on the A—]’Form and sent fO’the
- Assistant to the President. ; I :

o' N

Emergénéy maihtenance-servicés may be}obtajned by dialing Extension _
2261 during the day or 0 (for operatqr) after 5:00 p.m. and before 8:30 -a.m.

- The cost of repairs and renewals of departmental “equipment is charged
to departmental budgets; requests for 'this type of service must therefare
be approved by the department chairman. Very Tittje.equipment of any kind
will be constructed by the maintenance department. Requests for equipment
should be directed through proper channels to the Plrchasing Department - _
even though the equipment is special and must.be fabricated. '

5.1.3 Security and Safety.

' -

©5.1.3.1 Building Security Measures. Faculty and students .are advised that ail
. ' faculty offices, laboratories, and other rooms housing valuable equip-
ment are to be locked at the end of each day and when the occupant is
to be out for any appreciable-period of time. '
- ﬁ : . :
The Campus Security Force will lock all classroom buildings each

night between 11:30 and 12:00 p.m. ; _ -

~

Students using classroom and laboratory -facilities after normal
class hours must leave the building by 11:30 p.m." The lack of ade-
gquate supervision-and concern for the safety of the student necessi-
tates this policy. However, in gases where. students are involved in -
1egitim§te research, they may remain in or gatn entry to classroom
buildings after closing time providing their riames appear on a roster

- supplied to the Campus Security Office'by their department chajrman

~or dean and have in their possession a permit i§sued by Campus Security
from the roster. In every case; the'building mist be uniocked and
lTocked by a security officer. L : :

Faculty and s;af% remaining or returning to their offices, labora- .,
tories or studios-after 11:30 p.m. on weekends and -holidays and before ‘
6:00 a.m. weekdays must first report-either in person or by telephone -

- to the Switchboard Operator in Tillman Administration Buildjing. The -
operator will inform Campus Security of the faculty Or-staf%‘member's
whereabouts so.that the faculty or staff member will not be considered. .
an intruder. Faculty and staff must also report when leaving. Fac-
ulty and staff’ members must see that the doors of the building being
used are ‘locked after entry and upon leaving. L _ :

Keys. Keys to bui]dings;'c]qssroom53 offtfces, etc}, are issued to
faculty members by their department chairmen or deans.

Traffic, Parking, and the Registration of Motor Vehicles. The oper-.
ation of mdtor vehicles on Winthrop College property is a privilege
granted by the Winthrop. College Administration. This privilege is
extended to all faculty,-staff, and students, and those visitors _
having business at the college. Those individuals who qualify far-and™
who desire to exercise this privilege are expected to adhere to the
Taws of South Carolina governing the operation of motor vehicles and
the regulations for motor vehicles for Winthrop College. Failure to
comply with either the Laws of the State or the Regulations of the

i




College Will result in a warning, or a penalty that may include the = -
loss of motor vehicle privileges.

f.These regulations apply to the drivers of all vehicles, whether
pubTic or private, and are in force twenty-four (24) hours a day
unless otherwise provided in these regulations. ’ :

* The driver of any vehicle shall obey the lawful instruction of.
any College Security {Police) Officer, and of any. official traffic
sign sjproperly placed in accordance with the provisions of these
regulations except when otherwise directed by a Security Officer.

The College shall assume no responsibility for the care and/or
protection of any vehicle or its contents at any time while it is
operated or parked on the College property.

Motor vehicles.Yoperated dnd parked on Winthrop College property =
by faculty, staff, and. students must be registered with the Winthrop
College Security Office, L - .
. See "Regulations governing traffic, parking and the registration
of motor vehicles for Winthrop College," available in the offices of
chairmen afd deans, for additional information on fees, stickers,
parking areas, towing, bicycles, penalties and appeals. :

-5.1.3.4 Identification Cards. AT new faculty members should report to the
- " Personnel Office for assistance in obtaining an identification card
from Office Services, located in Room 1, Tillman Build¥ng.

5.1.3.5 Police Assistance.‘Emérgency,Services can be. obtained by calling the
Security Office, Extension 2207, : :

+

.

5.2 Purchasing.

5.2.1 Policy and Geneﬁal‘Inforhatidn._ﬂijs '“l

A11 materials acquisitions including rentals must: be arranged through
the Purchasing Department so that evidence of institutional Tiabiltty-
“will exist. The College cannot accept responsibility for handling,
delivery, and payment for items obtained through personal contects.with
~ vendors. ror comprehensive coverage of Purchasing Department Policies
and Procedures, see Section 6 of the Financial Procedure Manual, avail-
.able in Colfege, School and Department Offices. '
The basic objective of the Purchasirig Department is to identify,
select,. and acquire needed materials and services as economically as
possible within accepted standards of quality and service. This will
be done in a timely and organized -manner that provides for essential. i
accountability of college expenditures. Although the purchasing pro-
cess is a joint effort-among the using department, Purchasingﬁgfpart— e
ment, and vendor, the Purchasing Department has the final authOrity to
conduct and conclude negotiations concerning prices and conditions of
sale. Institutional commitments must be made by the Purichasing Départ-
ment in accordance with requisition and ordering procedures.

5




A1l quotations, pufchase order copies, and related corre§pondencé,
which quote, prices, are considered confidential and should not be re-
vealed to.outside parties. ' :

Requistioning Procedute.

i

When a need exists for supplies, equipment, or contractual services, ;
the Purchase Reguisition Form must .be typed, giving a complete descrip-
tion of each item and the date-on which the materials or services are
- required. Any item to be ordered on approval should be so-marked in
the body of the Requisition. Separate Requisitions are required for
each major expenditure category, i.e., supplies, equipment, or con-
. tractual services. - -
; For Tocal purchases, departments shduld place Requisitions at least
[fifteen days in-advance of the date on which items dre required. On out-
jof-town purchases, at Teast thirty days advance notice is advisable to
- assure delivery on time. In requisitioning equipment and furniture, at
»[ least three months delivery time should be anticipated. Catalogues,
, / material handbooks, and commodities files are available to staff mem-
L ! bers for reference at the Purchasing Department. : o

/
!

/

5.2.3 Direct Expenditure Voucher. - o o v _Q

= The Direct Expenditure Voucher (DEV) is designed for handling ‘and author-
izing nominal payments for dues, subscriptions, membership fees, and ’
miscellangous contractual’ services that would be impractical on a Pur-.
chase Requisition. The DEV cannot be used for payment of invoices for
equipment ‘or supply purchases, or for payment. of personal services or
repairs. The form must be submitted to Purchasing and must include a

description of the charge, appropriate invoices; and approval of the
Department,Head. : :

5.2.4 Sales and Solicitations. . : ' '
Without special permission.of the Assistant to the President, peddling,
selling and offering for sale is strictly prohibited on campus and in

College Buildings. Faculty members who are approached by vendors should
notify the Assistant to the President.

" A11 members of the faculty-are urged to.take partin the-community
fund drive known as the United Fund. A Faculty Committee, .appointed
by the President, will coordinate thg United Fund campaign each year.

a

5.2.5 Winthrop College Store.

The‘Co11ege §tore, located in Dinkins Sthent‘Center, carries a selection
of Supplies, stationery, art reproductions, hooks and gifts.

5.3 Rebreationa], Cultural, Ath1é£ic, and Sobia1 Activities, and Facilities.

* 5.3.7College Golf Course. . ’

Faculty and staff, their spouses. and children may use the Winthrop Col-
. lege golf course on presentation of current Identification Card or Pass. .
The faculty-staff child must live at the home of his parents in order. to
- receive a Pass. : L ' o :
- S 9




Faculty and staff m;;bers and spousés may_bkjng an out-of-town

.guest. - : , : ' $- T e e
Children under 15 years of age are eligible only if accompanied by

parents. Groups which play slowly are expected to yield to other groups

as a matter of courtesy. A sheet of detailed rules. and regulations govern-

ing the.use of the golf course is available in.the office to the Assistant

to the President. ‘ ’ : '

swimning: Pool. .
The swimming pool, located in Peabody Gymnasium;_is available for fac-
ulty members and their families at scheduled times which are published
in ‘the Green Sheet. |

Use for special swimming parties by faculty children may be obtained
by .using the regular Space Request Form. Permission’is cleared through
the Physical Education Department chairman who will coordinate the date,

“\time, and employment of approved lifequards. : '

5.3.3 Fishing.

The College Lake may be used for fishing by faculty and staff and members
Of their families with a current Identification Card.

‘Tennis _Courts and Basketball Courts.

Faculty and staff and members of their families with -a current Ident;-
fication Card may use these facilities when not in use by students, Rules-
for dress and play will be in effect for all persons using facilities.
Children of faculty under 15 years of age are éligible to play only when
accompanied by fdculty parent. Priority for the use of these facilities
is students, faculty and staff, children of faculty and staff. Groups with
low priority are expected to yield to other groups if conditions warrant.
“Children of faculty -may bring a friend as a guest on a one-for-one basis. ,
Gym shoes with suction devices on the soles and street shoes are prohibit- -~
ed on the tennis courts. ' ‘ — '

Artist Series and Cultural Events.

. .
The Winthrop College Artist Series Committee, composed of faculty and
students appointed by the President, brings to the campus outstanding -
presentations in the field of music, dance and theater. Season tickets
or individual reserved seats are available to faculty and staff.at half-
price. Tickets-may be purchased atslocations to be announced prior to
the performance and at Byrnes Box Office on the day of the performance,
after 2:00 p.m.  Unless otherwise announced, all Artist Series programs
are nheld in Byrnes Auditorium. - - ' ‘

The Dinkins Student Center Program Board presenté each year a number
of popular- concerts and.a varied film series to which faculty are cordially -
invited. : » '

Many opportunities are provided by the School of Music, the. Depart-
ment of Art and the. Winthrop Theater for the campus community to maintain
an interest in cultural affairs. Announcements of these presentations
are made by the sponsoring group. . ~ o

~
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Faculty/Staff Lounge. . .

- Located in McBryde Cafeteria, the Faculty/Staff Lounge Téfprovided for
- the convenience of Winthrop Faculty and staff. Faculty nfay also use
the lounge for large groups and for -service outside regular serving
hours. - A regular Space Réquest Form, available in all departmental
offices and in the office of Public Service, must be used. Arrange-
ments for food sérvice should be made with the Director of .SAGA Food
Servicg. Although professional groups may use this facility, it is

not normaily used for personal entertaining.

Winthrop Club.

ThiS;organizatibn of women faculty and staff dnd wives of facuity and
staff of the College holds monthly activities that provide fun and
fellowship for the group. ) : :

Services for Students.

- Tounseling Center. -~ ' B o,

The Winthrop Counseling Center is a source of help for-the student
experiencing stress. College 1ife *is subject to many new types of
pressures that sometimes brihg about situations an individual cannot
handle alone. : R -

The goal of dounseling is to help an individual grow in self- =
understanding so that he may not only.solve the immediate situation,
but also be better prepared to cope with future 1ife experiences.

Staff members of the Counseling Center are available for individual
conferences, group discussions, and consultations. They work with vari-
ous student leadership groups and administrative personnel oh methods
of dealing with temporary crises in people who are essentially well ad-
Justed. “Assistance in referral to other sourcés is also provided at the/

student's request. S : ; o '

A1l information discussed. in the Counseling Center, either with
staff members or in a group, is strictly confidential and will not be
available to any person or agency outside the Counseling Center.

o

Appointments may be made in person (214’Béncroft’8ui1ding) or by,
telephone (Extension 2233). - Hours are 5&00 - 12700, and 1:00 - 5:00,
Monday through Friday. o . -

5.4.2 Scholarship and Financial Aid for Students.

Policies on scholarships, awards and financial aid are set by thé& Com-
mitteé on Scholarships, Student Employment and Loans. ‘The details are
‘handled by the Financial Aid Qffice. ' :

~ .

¢

5.4.3 Guidance, Testing .and P1§cemeq§.y

-

The Off@ée of GUidance, Testing and,Pﬁacement proVides'edhcational and
vocatiohal counseling and testing and maintains a vocational information
-center. This office also administers the-Freshman Orientation Program,

ERIC ¢ -l




5.5 Communications Services.

5.5.1

»

Office of Iriformation Service.

" matters are urged to do so through the Office of Information Service:

15.5:2" Mail. T ' T e

o

Foreign Student Affairs and the Program of Credit by Examination which -

utilizes areas from College Entrance Examination Board Achievement Tests

and the College Level Examination Program. Placement files for graduates

are maintained and interviews dre arranged with representatives. from busi-*

ness, education, industry and government. The CEEB Admissions Testing
Program, The Graduate Record Examinations, The.National Teacher Exami-
nations and the College Level Examination Program are administered by

this office. : , ‘

Student Assistants.

A11 student assistants are appointed by the 0ffice of Financial Aid.
The number of student assistants available to each department will depend

~upon the needs of the Department and the funds allocated for this purpose

By February 1 of each year students may make dpplication to the Financjal
Aid Office for student-employment for the coming session. ‘Before the,
close of school, tne department chairman should submit the Financial
Aid Office for student employment for the ‘coming sessiof. Before the .
for their particular needs. At the beginning of. the .fall session- depart-

ment chairman will be notified of work—scho]arship?appointmentk to their ’

departments. _ o "

Publicity Procedures. _ : B
Faculty members have the opportunity and the responsibility to partici-
pate .in the public information program of the College. It s necessary
for the Office of Information Service to hawe the jnterest and cooper-
ation of the Office of the entire caupus community in- informing the pub-
‘11c.of the objectives, programs and achievements of Winthrop College.

4 '

Contacts with média.are arrangedithrough the Office of- Information
Service. This is not only ‘a convenience for faculty and students, it

simplifies procedures for newspaper, radio and te]evision.reporters,whose,

goodwill can be beneficial to the college. .

i Every faculty member is asked to inform. the Office of Information
Service of situations which may result in stories or features for news-
papers, television or reglio. Of particular interest are research pro-
Jects, honors, publications, unusual cﬁass'projects and the dctivities
of student and faculty groups. If approached by the press for stories
involving the coldege, faculty ‘members are requested o ask the reporter
if he has checked with the Office of Information Service so that dupli-
cation may be avoided. - : - .

Official College announcements should be channeled through the

) Féculty members wiéhing to contact the. press on-collegé-related

e

N . : .
LT s . o S 4
Postage for‘é%lipfficia] col]ege’bus1ness is charged to %he departments,'

O A : . : "

®
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. The Post Office is equipped to meter sﬁch~mai1ings. Deadiine each day
is-4:30 p.m. - S :

A campus mail service is maintained. Twice daily pick-up and de-
livery service is scheduled. Inter-campus mail, official U.S. mail ard
personal mail wmay be-sent and received through the campus maijl service.
A1l personal U.S. Mail must be properly stamped whether sent through

- campus mail or deposited at the Post Office. A1l official mail must bear
departmental return address in the upper . laft corner of the envelope.

5.5.3 <Telephone and Telegraph. ?

o=y Long distancéhteleﬁhone calls and telegrams must be held to a minimum.
Since the cost s charged to the departmental budget, all long distance
calls and telegrams must be approved by the department chairman and/or
dean. . . ' . ‘ :

5.5.4 9,0111'51&1.£1,c§.t.i ons Media,

“tributed By the Information Service 0ffice each Friday afternoon. In-

N formation of campus-wide interest to be included in the calendar
should be turned tnto the. Information Ser'vice Office by 5:00'p.m.
Wednesday. ‘ ‘

5.5.4.1 The Green Sheet. The Green Sheet 5. a weekly calendar of events dis-

2

The Johnsonian. Tr_Johnsonian-is the student néwspaper. © News items

for The Joknsonian should be sent to the editor or brought to The
~Johnsonian office. The deadline.ise®T5day noon.

FYI (For™Sour Information). For Your Intormation is the news budle-

tin for ail employees of Winthrop Collegye. The bulletin, published
every two weeks, provides the staff with information about currept -
operations of the College, including perienne] and policy: changes,

committee and council activities (minutes)iadministrative and plant
developmepts; and other timely considerations. : :

.

Information preass=d for publication &nd questiéﬁgfﬁbout FYI
may be directed to the Director of Information Service.

v Distribution-is managed through the offices of supervisors, de-
partment heads, and other offices. Al] divisions, departménts,
schools, and-other units of the Coilege should use FYI instead of
individual memoranda. . S :

3

5.5.4.4 Rggj9m§;g¢jgp_ygﬂp. The Winthrop Colleye radio Station has a 1imited
schedule of news broadcasts to the campus. Hews items or announce- .
ments to be broadcast should bestypewritten and taken to the WCRQ

studio in the basement of Tillman Administration Building.

5.5.5 " Publications Policy. S | S ‘

A1 printing: whether done on Campus or. by a commercial printer shall be i
charged to the general printing budget of the college. A1l materials must -

. be reviewed by the Director of- Information Service prigr,to publication.
Publicaticns which relate to-academi¢ promotion must be approved by the
Vice Prasident for Academia Affairs and Dean*of the Faculty.

“m




Office Services.

A variety of copying, duplicating-and stenographic. servéces are per-
formed By Office Services located in Room 1, Tillman Administration
Building. Among those -services offered are, dry process copying and
“offset printing. Other services offered are sign making, preparation
of small booklets, and addressing of folders and envelopes from es- .

“tablished files. This office also prepares employee and student identi-
fication cards. -

Since there 1is a charge for all services performed by this depart-
ment, request fok services must be made on properly approved rrquisi-
tion forms. 'The forms are’available-at Office Services. These ser-

~vices are for institutional use only. For a- comprehensiye deseription
of Policies and Procedures see Sec. 12 of the Financial Procedure Man-

&

- ual available in College, School- and Deve]opment'OfficQ%: >

. 5.6 Prizes and Awards.

- Distinguished Proffgssopmﬂwgpg; l

The award is made each year to a faculty member who has shown a high leve?
of attainment in-teaching, creative effort, and service to both the college
and the community.- As an expression of the appreciation of the college com-
munity -for superior academic service, the honor carries with it a c&sh-award
provided by the Winthrop Alumni Association and- a

1mn year~long reduction. in
teaching load sponsored by the college. . > el

The Distinguished Professor Award is made @ggﬁtcdﬁaahéé with the follow-
40y procedure: . ~ : LT C

-

-~ 1. A spécia}-committee,‘appointed by the Dean of the Faculty, invites -
nominations from the various schools and colleges during the fall semester.
The committee consists of five faculty, one from each academic division, and
-five students, and includes an appointed chairman. - : '

2. On the basis of supporting evidence supplied by the academic deagf,’
*he committee selects three candidates and invites each to submit a prospectus
. Which describes the productive usé tn which the released time will be aPplied -
and the kind of scholarly tecture or presentation which can be expected at
the end of the academic year. : '

3. There i5 no public announcement of the three'candidates.

» d. The committee considers. each prospectus and‘names one of the three

candidates the Distinguished Professor of the year. - o
] L. ,' . . ) " ) -

5. A1l faculty on reqular service appointments .

including chairmen, -
-and ‘former Distinguished Professors are e

ligible for'nom?natfon-each year.

o 6. The ndmjnees,are informed nho later than March 1, and the award is
announced on Honors_Day._ At this time the accompanying cash award is made
and released time granted. for the following academic year. . ) :
. . | : * * . 3 ‘ ’ ’ . .
Although the award is granted for a specific year, it is an honor that
will be recognized by the college community for all time. ] . &




Past Recipienté;have been:

| dn . Co
1961 Harold B. Gilbreth - 1969 Robert P. Lane ‘
1962 Hampton M. Jarrel} z 1970 "William G. Murdy,
1963 Nolan P. Jacobson , 1971 Helen A. Loftiss
1964 Alice Louisa Love - 1972 Mary T. Littlejohn - '
1965 Mary Elizabeth Massey . 197. John A. Freeman
1966 Dorothy Gardner Jones . 1974 Lawrence D. Joiner

1967 = John Shepard Eells; dr. 1975 Roy T. WilT
1968 Rondeau.G. Laffittéd, Jr. , "

% -

1 3 . & _‘
5.7 Miscellaneods Services.

e

,5.7.1 MacFeat Nursery School. .

MacFeat Ndrséry Qéhoo] is operated by the School of Home Economics as
- a laboratory in the study of human development. - :

Applications are accepted after a child reaches the age of two
- years. Information on criteria ¥or admission and fees may be obtained
from the Coordinator, Nursery School Program, School. of Home' Economics.

¥

5.7.2 Banking Faci]ities.f

1

~ The Citizens and Southern Bank maintains a branch office in Dinkins = .
Student Center. The hours are 9:00 a.m. - 1:00 p.m., 2:30 p.m.-4:30 p.m.,
Monday through Friday. o : ' : :

s

5.7.3 ‘Memorial Fund.

A c0mm1tteea.aﬁpointéd'by the Presidént, administers -the Memorial fund. .
This fund is used to sends in the names of the faculty and staff, floral

tributes in cases offdeath'amOng.facultyfand staff or among their immedi-
ate fami]ies. : _ - : . S

. | | o v : /
- 5.7.4 Notary Service. o : : | ‘

' The;se?vices of a Noﬁa%y Public are available at no chérge in the fQ]Towf :
ing offices: Pdyroll, Personnel, Registration, and Vice-President for
Business and Finance. These offices are Tocated in Tillman Building.

¢ ¢ '
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